
ROOM SET-UP AND EQUIPMENT NEEDS
Please print form, complete, and return one week before the meeting date to:

Parish Resource Center, 633 Community Drive, Lancaster, PA 17603-2301

(717) 299-1113   Fax: (717) 299-7229     
Contact  person:

Congregation:

Space reserved:
___ Workshop
___  Arts/Crafts                Other _____________________

Date of meeting:

Time of meeting:

Purpose:

Size of group:

Furniture Set-up: determined by your group.  Please refer to the Seminar/Workshop Sample Space Arrangements and advise the Center’s staff well in advance of your meeting of your preferred arrangement.


____     Round tables (4 to 6 persons per table)
____     Classroom (tables & chairs)

____     U-shape (tables and chairs)     
____     Theater style (chairs only)

____     Semi-circular (chairs only)
____     Head table

____     Other____________________________________    (use back for diagram)
Equipment Needs: The Workshop Room is equipped with a master sound system, VCR screens, LCD projector and overhead projector.  The Center will provide newsprint easel, markers, dry marker board and corkboard, if requested.  Please indicate the aids needed:


____     Overhead projector
____     LCD Projector


____     Transparency sheets and markers
____     Microphone

____     VCR
____     Whiteboard and markers

____     Projection Screen
____     Newsprint, easel, markers

____     Audio Cassette and CD Player
____     Lectern

____     Electronic Keyboard (piano, etc.)
 ____     Other__________________
Refreshments:  Coffee and tea are provided for the number of people you have indicated will be in your group.  You are welcome to bring additional refreshments.

