Facilities Work Orders (Ryals & IZ)

Facilities Requests Template
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Set-Up Styles & Furniture

	Style/Event Type
	Set up

	Banquet (30)
	5 Tables 6 Chairs

	Banquet (50)
	8 tables 50 chairs

	Classroom
	Rows of rectangular tables with chairs; More tables, less chairs

	Dinner (Banquet)
	More chairs, less tables

	Summer Reading
	Open space for floor seating plus 25-50 chairs (2-3 rows) along the back wall.

	IZ Default
	50 chairs theater style



[bookmark: _GoBack]Format Example: Please set up 65 chairs theater style and 4 rectangle tables along the back wall. 

	Furniture (4th Floor)

	Round Tables
	20

	Rectangle Tables
	24

	Chairs
	200














image1.jpg
Subject: | Event Date, Time, Room

Type: @ Facilties Support - Assets conceming: | g asset

Soied @) Webstte S
Branch: None selected. - Add CC user: 8 couser
Facilies Category: | Event Setup <

B 7 Uabex, xX T-TH-Tg DL

Event Date, Time, Room
Event Title/Organization

Reservation Start Time to Reservation End Time
Please set up [Room Name] in the following way

[Setup details: Describe the set-up and include how many people. You might have to interpret what the person who entered the reservation has input to
make it make sense to the Facilties folks. They need to know how many tables, how many chairs, and where ]

Please let me know if you have any questions - thank you!
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