	McHENRY COUNTY COLLEGE

8900 U. S HIGHWAY 14

CRYSTAL LAKE, IL  60012
	Date:        
Name:   
Phone:   

	UPDATED:

	

	**McHENRY COUNTY COLLEGE FACILITIES REQUEST CONTRACT**

	DATE(S) OF EVENT:      
DAY(S) OF THE WEEK: 
SET UP TIME:         
ACTUAL START TIME:        
END TIME:         
ESTIMATED ATTENDANCE:                  
TITLE OF EVENT:         
Additional Details:           


	FACILITY REQUESTED: X in your Selection(s)
 FORMCHECKBOX 
 Conference Center
 FORMCHECKBOX 
 Cafeteria (B-177)

 FORMCHECKBOX 
 Commons Area                            FORMCHECKBOX 
 A240 Lecture Hall
 FORMCHECKBOX 
 B-166-167                     FORMCHECKBOX 
 B-168-169

               FORMCHECKBOX 
 Employee Dining Room (B177C)
 FORMCHECKBOX 
 Gymnasium
Other:      

	
	
	
	
	
	
	

	Contact Person:      
Bill To:      
Name of Organization/Business:      
Mailing Address:      
Phone #:
Fax #: 
Email: 


	
	
	
	
	
	
	

	X YOUR SELECTION FOR ROOM ARRANGEMENT: (Otherwise the last arrangement used in the room will be left as is.)
 FORMCHECKBOX 
 TABLES & CHAIRS

 FORMCHECKBOX 
 Scatter
 FORMCHECKBOX 
 Square
 FORMCHECKBOX 
 Classroom
 FORMCHECKBOX 
 U-Shape
 FORMCHECKBOX 
 CHAIRS ONLY (Auditorium style)
 FORMCHECKBOX 
 Whiteboard   

 FORMCHECKBOX 
 Other          
 FORMCHECKBOX 
 Garbage Cans

 FORMCHECKBOX 
 Paper Recycling

 FORMCHECKBOX 
 Aluminum & Plastic Recycling                              
Additional Details:      

	
	
	
	
	
	
	

	AUDIO/VISUAL EQUIPMENT

 FORMCHECKBOX 
 Screen
 FORMCHECKBOX 
 Microphone
 FORMCHECKBOX 
 Podium
 FORMCHECKBOX 
 Flip Chart
 FORMCHECKBOX 
 Overhead
 FORMCHECKBOX 
 VCR/TV
 FORMCHECKBOX 
 Slide Projector
        FORMCHECKBOX 
  Computer Projector           FORMCHECKBOX 
 Computer Projector & Laptop             FORMCHECKBOX 
 Internet Access          FORMCHECKBOX 
 Phone              FORMCHECKBOX 
 Other 

Additional Details:      

	

	FOOD SERVICES:

INTERNAL GROUPS - MUST check with Food Services, at EXT. 8787
EXTERNAL GROUPS - Indicate whether or not you need food /beverages

 FORMCHECKBOX 
 YES

 FORMCHECKBOX 
 NO
     
     
     


PLEASE SIGN ON BACK & RETURN ORIGINAL COPY











