COUNCIL CHAMBERS
Non- City - MEETING/EVENT Request Form
(City Council Approval is Required)
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Room being requested:
.~ Council Chambers — (holds approximately 300 people)
v~__Executive Conference Room — (holds approximately 20 people)
(~_City Room — (holds approximately 50 people)

Does your meeting require preparation by the Communications Department?

,/""'/,Lighting (Council Chambers only — brief training required ahead of time with Tom)
«~_Microphones (Council Chambers only)
PowerPoint Presentation (projector use — take into consideration room
brightness?)
Other Audio/Visual Needs. Please List:
None

Lock Down Procedure: You are required to call Gerry Burns, Facility Manager
972-670-5767, to let him know when your meeting ends so that he can secure the
building. At that point, it is your responsibility to make sure the doors have latched.

Please be mindful to leave the room in order, as there may be another meeting/event
taking place after yours. i
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For Office Use Only:



