R. EMMETT BOYLE CONFERENCE CENTER

RESERVATION REQUEST FORM
Note:  Meeting (chairs only)/seating capacity = 80




        Max. dinner/seating capacity = 72
DATE SUBMITTED:  











DATE REQUESTED:    










TIME REQUESTED:
  










NAME OF ORGANIZATION:  









NAME OF CONTACT PERSON:  









TELEPHONE:  












1. Due to the amount of usage the Boyle Room is getting, you will now be responsible for your own set-up.   Our limited maintenance staff might be available to assist you and your staff.  They will be available to come and help you and your staff get it ready.  You MUST pick up tables to move them.  They are not to be slid around or the legs will snap. 
2. Any type of Arts and Crafts or anything using glue, paint, glitter, etc. is prohibited from the Boyle Conference Center

3. You are responsible to clean up after yourself.  WLU Cust. Staff will come in and run vacuum and take out the garbage.
3.  Is equipment needed for your event?  ___ Yes   ____ No 

     If yes, please specify (audiovisual equipment, plasma TV, microphone, etc) 


     Contact Phil Kent 8851 or pkent@westliberty.edu (you must give him a 2 wk. notice)
     Projection Screen needed:  Y___  N___   or   Plasma TV needed:  Y ___ N ___
                  this will determine the “orientation” of the room.

4. If the event involves food of any kind - whether catered or prepared/packaged or 

     personally provided - food must be reviewed/approved by Aladdin Food Service. This 

     is a requirement of the University's exclusive contract with Aladdin. 
Contact (








).
5. Number of people attending this event/program:  __________
        (Max. dinner seating 72/chairs only 80)

6.  If event is on Weekends or Evenings, you must make arrangements with security to  

     open/close the building and Boyle Conference Center.

6. Please do not remove any items, this includes tables, chairs, etc.  from the Boyle Conference Center without permission.
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___ 
 _








 Signature of person making request
       Date
                          Phone Number

           Facilities Coordinator 

       Date


     Phone Number
Submit to Robin Brunner via email:  brunnerr@westliberty.edu

_____ APPROVED
  
   _____ NOT APPROVED

      _____ CONDITIONAL
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PAPERWORK MUST BE SUBMITTED AT LEAST TWO (2) WEEKS PRIOR TO THE EVENT OR THE FACILITY RESERVATION WILL BE CANCELLED.
MAIN COMPLEX – R. EMMETT BOYLE CONFERENCE CENTER

USE DIAGRAM BELOW FOR CONFERENCE ROOM SET-UP

             (please be specific in your set-up/you must pick up tables)
[image: image3.wmf]

THE UNIVERSITY RESERVES THE RIGHT TO GIVE ADVANCE NOTICE (as early as possible)


TO CANCEL A RESERVATION(S) DUE TO A UNIVERSITY FUNCTION(S)


THAT TAKES HIGHER PRIORITY.


YOU SHOULD HAVE A “BACK-UP” FACILITY PLAN IN CASE OF THIS.








Room orientation when using the projector & screen.








		 �  Check here





Room orientation when using the plasma TV.


              


                           


         �Check here


	  	





Big  Screen TV








