Today's Date:       
Room Scheduling Request  
Edwin W. Monroe AHEC Conference Center

Phone: (252) 744-5221   Fax: (252) 744-8596
Online information http://eahec.ecu.edu/Monroe_Center.cfm
EVENT INFORMATION
	Event Title 
	     

	Date(s) of Event: (mm/dd/yy) 
	     
	Estimated # of Participants
	   

	Time of Event:
	Beginning 
	     
	Ending
	     
	

	Is additional set-up required?    FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	Event Type:
	 FORMCHECKBOX 
 Educational

      Program
	 FORMCHECKBOX 
 Professional

     Group
	 FORMCHECKBOX 
 Support

     Group
	 FORMCHECKBOX 
 Other


	     


PARKING

If parking is needed for non-EAHEC/PCMH registrants, how many parking passes will be needed?    
ROOM SELECTION   
	Lecture Rooms
	Dining & Teleconference Rooms
	Prior approval needed for the following:

	 FORMCHECKBOX 
 Wilkerson Room

         (74 standard capacity)

 FORMCHECKBOX 
 Albemarle Room

          (16 standard capacity)

 FORMCHECKBOX 
 Croatan Room

          (16 standard capacity)       

 FORMCHECKBOX 
 Wilkerson/Albemarle/Croatan 

          (opened up, 106 standard capacity)
	 FORMCHECKBOX 
 Main Dining Room, w/ Catering

         Prep Room

            (54 standard capacity)

 FORMCHECKBOX 
 Small Dining Room

            (16-20 standard capacity)

 FORMCHECKBOX 
 Main Dining/Small Dining     
            (opened up, 70 standard capacity)

 FORMCHECKBOX 
 Teleconference Auditorium

           (26 standard capacity)

 FORMCHECKBOX 
 Teleconference Meeting

           Room (10 maximum capacity)

             Conference call capability
	· Rearranging any of the desks, tables, benches and chairs in the rooms or lobby.

· Adding or removing any item(s) to the walls or whiteboards in any of the rooms.

· Decorating the lobby.

· Storing any material or equipment in rooms.

· Exhibits/Displays in the lobby.

NO ONE CAN UNDER ANY CIRCUMSTANCES BLOCK ANY DOORS, EXITS, ENTRANCES, WALKWAYS, etc.


SPECIAL REQUIREMENTS
	 FORMCHECKBOX 
 Internet connection  
              


	 FORMCHECKBOX 
 Webinar

	 FORMCHECKBOX 
 Television & VCR




	

	 FORMCHECKBOX 
 Easel





	

	 FORMCHECKBOX 
 Speaker Telephone (Teleconference rooms only)
	

	 FORMCHECKBOX 
 Special Room Layout                                
	Specify:
	     


	 FORMCHECKBOX 
 Additional AV support (Complete AV Request Form) 

 FORMCHECKBOX 
 Videoconference (Complete VC Request Form)
	
	

	CATERING


	
	

	Will food/soft drinks be served?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	 FORMCHECKBOX 
 Unknown, (will know by):
	     

	If "Yes", please provide the following information:
	

	 FORMCHECKBOX 
 Breakfast
	 FORMCHECKBOX 
 Lunch
	 FORMCHECKBOX 
 Dinner
	 FORMCHECKBOX 
 Buffet
	 FORMCHECKBOX 
 Individual Serving
	 FORMCHECKBOX 
 Snacks/ Soft Drink


CONTACT INFORMATION

	Department:
	     
	Sponsoring Non-Profit Agency:
	     

	Primary Contact:
	     
	Phone:
	     

	E-mail address:
	     
	Fax :
	     

	Secondary Contact: 
	     
	Phone:
	     



Please e-mail this form to EAHECRoomReservation@ecu.edu  You will receive an e-mail confirmation. 








