Millenium Philcon

Facilities Resume Form
Every Change requires a new form!



RequestNo.    
Facility:
PCC
Room:
204C
Date/Day:
8/30
through
9/3


Program Item:
Program
Key Required?  FORMCHECKBOX 

Time Setup/Breakdown Times: Begin
8/29 PM
End

Actual Program Times: 
Begin
8/30 noon
End:
9/3 3PM
Electrical Requirements:
     
Room Setup

Chair Setup:
Theater
 FORMCHECKBOX 

Schoolroom
 FORMCHECKBOX 

Banquet
 FORMCHECKBOX 

Stacked
 FORMCHECKBOX 

Special
 FORMCHECKBOX 











(provide map)

Water Setup
On call
 FORMCHECKBOX 

Daily
 FORMCHECKBOX 

Hourly
 FORMCHECKBOX 

Special
 FORMCHECKBOX 

(attach schedule)

Trash Cleanup 
On call
 FORMCHECKBOX 

Daily
 FORMCHECKBOX 

Hourly
 FORMCHECKBOX 

Special
 FORMCHECKBOX 

(attach schedule)

Table Setup
1 [+ head table]
Rectangle (30" x 6')
 FORMCHECKBOX 
 skirted
     
Round (4')
 FORMCHECKBOX 
 skirted

     
Rectangle (18" x 6')
 FORMCHECKBOX 
 skirted
     
Round (6')
 FORMCHECKBOX 
 skirted

     
Square (3')

 FORMCHECKBOX 
 skirted
     
Round (cabarets)
 FORMCHECKBOX 
 skirted

Dais (head table) Requirements
5
Number of chairs
Y
Riser (Y/N)
Y
Water Setup (Y/N)


N
Podium (Y/N)
N
Standing (Y/N)
N
Tabletop (Y/N)


Other Setup Issues:
     
Additional Equipment

This equipment is provided by the facility, not the Convention

Extra charges may apply
     
Easels
     
Flip Chart
     
Corkboards

     
Whiteboards
1 extra
Microphone(s)
     
Video cart

     

     

Slide Projector
 FORMTEXT 

     

Screens

Extension Cord(s)

     
Ropes & Stanchions (feet)
1
Risers
     
Cots

     
Dance Floor  Size:
     
     
Phones:
House  FORMCHECKBOX 

Outside Line
 FORMCHECKBOX 

Other:



Food & Beverage
     
Coffee Setup
Times:
Initial Setup:
     
Refresh:
     
Catered Event (please describe your needs):     
Other
Program Description for Public Scroll:
Program

All Equipment provided by you or Convention:
     
Special Instructions:
     
Department:
Program
Contact Person:
Adina Adler 

Email:
adina@shore.net
Phone Number:
     
Fax:
     
Best Time to Call:
     


(Day/Evening)

Questions? Contact facilities@milphil.org
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