Scarborough Student Leadership Center

Room Request Form

This form is for REQUESTING facilities in the Scarborough Student Leadership Center.  We cannot guarantee space until the REQUEST has been entered into the reservation system.  Reservations are made on Monday – Friday 8:00 am – 5:00 pm, with Maryanne Brown or Dolores Karamian.  Please allow two days for your confirmation before taking further planning action.  If you have questions you may call 410-677-5303 or stop by the office.  Thank you. 
Policy:  First priority is given to Leadership/Student related events.  Non-student events must wait for confirmation until three weeks after the beginning of each semester.

Room request will be returned to you if you do not complete all of the information.

	Name
	     

	E-Mail Address
	     

	Organization
	     

	Phone Number
	     

	Date of Event
	     

	Start Time
	     
	a.m.
	 FORMCHECKBOX 

	
	p.m.
	 FORMCHECKBOX 


	End Time
	     
	a.m.
	 FORMCHECKBOX 

	
	p.m.
	 FORMCHECKBOX 


	Estimated Attendance
	     


Mark the room(s) you would like to use by checking the box(es).
	Ritual Room (104) – Seats 100 - Used for lectures, banquets, conferences
	 FORMCHECKBOX 

	
	Board Room (110) – Seats 16 - Conference Setting
	

	Conference Room (204) – Seats 20 - Conference Setting
	
	
	Classroom (206) – Seats 50 - Classroom Setting
	 FORMCHECKBOX 



Mark any special requests you would like by checking the box(es).
	TV/VCR
	 FORMCHECKBOX 

	
	Easel
	 FORMCHECKBOX 


	Smart Cart
	 FORMCHECKBOX 

	
	Overhead Projector
	 FORMCHECKBOX 



Additional Comments Regarding Set-up:

	     


Please fill out the form and e-mail it to Maryanne Brown (mebrown@salisbury.edu) or Dolores Karamian (djkaramian@salisbury.edu)print it out and return it to the Scarborough Student Leadership Center.
Confirmation #:        Confirmed:   FORMCHECKBOX 

O:ScarboroughStudentLeadershipCenter/Forms/RoomRequest08
