	XYZ CONFERENCE
	
	
	
	
	
	FUNCTION#
	

	
	
	
	
	
	
	Account Code:
	

	
	
	
	
	
	
	Account Code:
	


	Function:
	
	Date:
	
	Estimated Attendance:
	

	Time:
	
	Location:
	
	Room:
	
	Time Set:
	

	Lead Contact:
	
	Secondary Contact:
	


ROOM SET-UP

	Hollow Square
	Theatre
	Conference
	Classroom
	Crescent
	Banquet
	Reception
	Head Table for (#)

	
	
	
	
	
	
	
	

	Water in Room
	Water Outside Room
	Table Lectern
	Stand Lectern

	
	
	
	

	Convention Center/Hotel Instructions

	


AUDIO VISUAL

	Podium Mic
	Wired Lav Mic
	Wireless Lav
	Hand Held
	Standing Mic

	
	
	
	
	

	Overhead Projector
	35mm
	Data Projector
	Flipchart w/markers
	Screen

	
	
	
	
	

	AV Notes – Other Equipment

	


FOOD FUNCTIONS

	
	Breakfast
	AM Break
	Lunch
	PM Break
	Dinner
	Reception

	
	
	
	
	
	
	

	GUARANTEE:
	
	
	
	
	
	

	SERVING TIME:
	
	
	
	
	
	

	MENU

	


PROGRAM INFORMATION

	Speaker
	Speaker
	Speaker
	Moderator
	Assistant

	
	
	
	
	

	SPECIAL INSTRUCTIONS

	


Date/Time Stamp


