1/22/2010

Meeting Room Reservation Form
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Phone (920)569-1593  Fax (920) 569-1595
Contact: Nicole Mangino or Cassi Pierquet
Please reserve a room with Nicole Mangino or Cassi Pierquet before completing this form.  

A form should be completed for each meeting reservation.
To improve our health and the environment, all Goodwill buildings, property (including parking lots) 
and events are tobacco- and smoke-free as of September 4, 2007.
Date of Meeting:                  
Organization:                                        
GW Dept. #:               
Contact Person and Phone:                          
Number Attending:                           


ALL meetings MUST conclude and participants must leave the building by 9:00 p.m. Monday thru Saturday and 7:00 p.m. on Sundays.
Room(s) Reserved:
 FORMCHECKBOX 
 Peace (12 - 20)
 FORMCHECKBOX 
 Justice (12-20)
 FORMCHECKBOX 
 Community (40-50) * 
 FORMCHECKBOX 
 Green (1-15)


* Peace and Justice combined
	Set-up Time

AM:

PM:
	Meeting Start

AM:

PM:
	Dining Time

AM:

PM:
	Meeting End

AM:

PM:
	Clean-up Time
AM:

PM:


Audio/Visual Equipment:

 FORMCHECKBOX 
 TV
 FORMCHECKBOX 
 Easel
 FORMCHECKBOX 
 Erasable Marker Board
 FORMCHECKBOX 
 Markers 
 FORMCHECKBOX 
 Free Wi-Fi

 FORMCHECKBOX 
 DVD/VCR
 FORMCHECKBOX 
 Flipchart
 FORMCHECKBOX 
 Projector 
 FORMCHECKBOX 
 Screen
 FORMCHECKBOX 
 Conference Phone

 FORMCHECKBOX 
  Overhead Projector
Also we would like to add:

· We customize the room layout, catering menu and equipment to your meeting requirements.

· A final guarantee of the attendance and catering must be received 48 hours in advance.

· Due to the high volume of room reservations and the different group needs, the room availability may change to accommodate every group.

· A 18% Service Charge is applicable to all food and beverage Charges.

Meeting Room Pricing:
	90 minutes or less*
	$25 (or a $50 in-house catering purchase)**

	Less than 4 hours*
	$50 (or a $100 in-house catering purchase)**

	4 hours or more*
	$100 (or a $200 in-house catering purchase)**


*includes set-up and take-down time
**No charge for non-profit organizations, but donations (or in-house catering purchases) would be gratefully appreciated.

**Goodwill NCW reserves right to waive, or reduce, fees for hardship situations.  Please speak to the Café Team Leader for consideration.

**Meeting room pricing includes: laptop projector & screen, flip charts & markers, erasable marker board, conference phone, TV/VCR/DVD, easel, and free Wi-Fi.
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