Prairie DuPont Post 485
MEETING ROOM RESERVATION FORM

1. Organization:  ________________________________________________________________________
               Name:  ______________________________________________________________________________            
                Member #, Post (if not Post 485):  __________________________________________________________         
                             Address:  __________________________________________________________________________        
                 Preferred method of contact/confirmations (please circle one)      Phone      Email
                  Phone Number:  _____________________________________________________________
                  EmailAddress:  _______________________________________________________________           
2. [bookmark: _GoBack]Date(s) Requested:  _____________________________________________________                 
                 Meeting time:  From:     ___  To:  _______      
                     Room Requesting:
             Meeting Room (Seating capacity ________, Set-up A only)
             Hall  (Seating capacity ________)
                     Room Set-up: 
                  Set-up Style   # of Tables ___  # of Chairs ___________     
            
              A) Conference Style         B) Theater Style  
              C) Classroom Style         D) Hollow Square Style

3.  Rooms will not be reserved until the meeting room application is completed and deposit/cleaning fees have been paid.

I understand that this form is a reservation form only and that a Hall Rental Agreement must be completed and signed before the reservation is final.   The organization shall abide by said rules and regulations and shall indemnify and hold harmless the Prairie DuPont Post 485, The American Legion, from any loss, cost, expense or damages occasioned by the use of the meeting room.

Name (Printed): ___________________________________________  Date _______________________       
Signature __________________________________________________________________________
          
Legion person taking reservation (Printed):   ________________________________________________

Signature  ___________________________________________________________________________

Amount paid for deposit ________________________________________________
