
 and  
Please submit at least 10 business days prior to the event 

Name of Event: 

Contact Person:       Extension: 

Date of Event: 

Estimated Attendance: 

Email:  

Reference Number:

Account Number*: 
* Account number is needed for events that have to be set up outside of working hours and/or require custodial coverage based on estimated attendance

Room Set Time: Event Start Time: Event Ends:

Do you need a Podium? 
 Yes  No 
 (draw on plan with a “P”) 

Do you need a stage? 
 Yes  No 
 (draw on plan with an “S”) 

Do you need a registration table? 
 Yes  No 

  (draw on plan)      
  If yes, how many chairs at registration tables? 

Will you be serving food?
 Yes No 

 (draw on plan) 

Do you want to hire custodial coverage for your event? 
Please note: custodial coverage is recommended for events 
over 125 people. 

 Yes  No 

Click to clear all entries 

 
 

directly f

If yes, how many tables will the caterer need?

Which catering company are you using?


	Name of Event: 
	Contact Person: 
	Email: 
	Extension: 
	Date of Event: 
	YHQW Reference Number: 
	Estimated Attendance: 
	Account Number: 
	Room Set Time: 
	Event Start Time: 
	Event Ends: 
	If yes how many tables will the caterer need: 
	Which catering company are you using: 
	If yes how many chairs at registration tables: 
	Check Box13: Off
	Text14: 
	Check Box14: Off
	Check Box15: Off
	Check Box16: Off
	Check Box17: Off
	Check Box18: Off
	Check Box19: Off
	Check Box20: Off
	Check Box21: Off
	Check Box22: Off


