The Christ College of Nursing and Health Sciences
Room Reservation Request Form

To reserve a room:

1) Email or print and give form to Jody Schortye, Administrative Assistant for General Education and Instructional Support Services. 

2) Jody will determine room availability

3) Jody will complete the confirmation information at the bottom of the page and return form back to you. Keep this for your records.
4) All events except standard class sessions should be reserved using this form. 

5) Requests to schedule non-college events need approval prior to confirmation from the Academic Dean, General Education and Instructional Support Services.
Name:      
Date Submitted:      
Time Submitted:      

Email:      

Telephone #:       
Please check the room(s) you are requesting, the date and time, the purpose, and the number of participants. Note: A separate form must be completed for each day and time. 

	Rooms

Check Appropriate Box
	Date
	Time Requested

	 FORMCHECKBOX 
 B-11

 FORMCHECKBOX 
 B-12

 FORMCHECKBOX 
 B-13
 FORMCHECKBOX 
 B-23 - Conference Room
 FORMCHECKBOX 
 111

 FORMCHECKBOX 
 112
 FORMCHECKBOX 
 113

 FORMCHECKBOX 
 137 - Drawing Room

 FORMCHECKBOX 
 125 - Faculty Conference

 FORMCHECKBOX 
 136 - Library

 FORMCHECKBOX 
 216 - Computer Lab

 FORMCHECKBOX 
 222 - Conference
 FORMCHECKBOX 
 232 – LSS Conference*
 FORMCHECKBOX 
 243 – The Learning Center*
 FORMCHECKBOX 
 244
	     /     /     
	     :     


What is the purpose of the event or activity?      
How many participants do you anticipate?      
Does the event need to be completely private (for example, can students, faculty, or staff not involved use the computer lab while the activity is in progress)?      
Will you need equipment for this event?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No 

· If, yes, what equipment (please specify if you need staff to set up equipment prior to event)?      
----------------------------------------------------------------------------------------------------------------

To Be Completed by Administrative Assistant, GEISS
Approved?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

Additional Information or notes:      
* Reservation must first be approved and verified with LSS personnel to ensure no scheduling conflicts with programs/services exist.


