USA-Canada Lions Leadership Forum
Meeting Room Request Form

Group/Committee Requesting Room:

Primary Contact Name:

Email Address:

Phone Number:

Meeting Information

Function/Purpose of Meeting:

Date: Estimated Attendance:

Requested Start Time: Requested End Time:

Room Setup Requirements

Preferred Room Setup (check one):

[0 Classroom
1 Boardroom
L] Theater

[0 U-Shape
1 Banquet
O Other:

Audio/Visual Requirements

Will you require Audio/Visual (AV) support? [ Yes [INo
If yes, please specify your requirements:

[0 Projector and Screen
[0 Microphone(s)

O] Laptop Connection
[0 Sound System

LI Internet Access

O Video Conferencing
O Other:




Additional Requirements

Please list any additional room, setup, accessibility, or hospitality requirements:

Acknowledgement

| understand that this request may not be covered under the Forum’s basic meeting
room contract and may result in additional charges. On behalf of my group, | agree that
any expenses incurred as a result of this request will be the responsibility of the
requesting group. All requests must be approved by the USA-Canada Forum
Chairperson.

Name:
Title/Position:

Signature: Date:

For Forum Use Only

Request Received By:

Date Received:

Room Assigned:

Approved By:

AV Charges (if applicable):

Comments:
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