
	  
Set-‐Up	  Work	  Order	  Request	  

	  
Event:	  ________________________________________________________________________	  

Name	  of	  person	  making	  request:	  ___________________________________________________________	  

Contact	  phone	  number:	  _____________________________________________________________________	  

Contact	  email	  address:	  ______________________________________________________________________	  

Date	  Requested:	  _____________________________________________________________________________	  

To	  be	  completed	  on:	  _________________________________________________________________________	  
	  	  	  	  	  	  	  	  	  	  Date(Day	  and	  Month)	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  Day	  of	  Week	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  Time	  
	  

Location	  of	  Request:	  	  ________________________________________________________________________	  

Details	  of	  request:	  

Style/Number	  of	  Tables	  Needed:	  _______________	  Round	  ________________	  Rectangular	  

Number	  of	  Chairs	  Needed:	  ________________	  Details:	  ________________________________________	  

	  
Drawing	  of	  Room	  set-‐up	  requested:	  
	  
	  
	  
	  
	  
	  
	  
	  
Approved	  by:	  ______________________________________	  	  	   Date:	  __________________________________	  
	  
	  
Notes:	  	  _______________________________________________________________________________________________	  
	  
________________________________________________________________________________________________________ 
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