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RESERVATION REQUEST FORM

To reserve the Plantory Conference Room, please complete and return the following form.  Reservations are not complete until you have received a confirmation email.  

Additionally, all organizations are required to have an up-to-date Conference Room Usage Agreement on file.  Contact Plantory Staff to verify that your organization is up-to-date.  

For inquiries, please contact Daniel Baker, Communications Manager, daniel@plantory.org.

Contact Information (please print)

Renter/Organization: ___________________________________________________________
Contact Name: __________________________________ Phone: _______________________
Email: _______________________________________________________________________

Reservation Request
Please complete the following chart for your reservation, including meeting dates, times, # of attendees, optional coffee request, and brief meeting description.

	Meeting Date(s)
	Times (including set-up/clean-up)
	Total Hours
	Hourly Costs
	Total Cost

	
	
	
	Less than 4 hours
	4 hours or more
	

	
	
	
	$15/hr.
	$50
	

	
	
	
	$15/hr.
	$50
	

	
	
	
	$15/hr.
	$50
	

	
	
	
	$15/hr.
	$50
	

	
	
	
	$15/hr.
	$50
	

	
	
	
	
	
	

	# of Expected Attendees:
	
	
	
	
	

	Coffee
(optional)
	 If 10 or less attendees:
	Add $5  (per meeting)
	

	
	If 11 or more attendees:
	Add $15  (per meeting)
	

	TOTAL AMOUNT DUE:
	



Will you need to use our presentation equipment? (TV and Laptop): YES  -  NO
[bookmark: _GoBack]
Brief Meeting Description: ____________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

You will receive email confirmation when your request has been processed.
We look forward to hosting your meeting at The Plantory!
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