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FUNCTION AGREEMENT

To reserve the Bank of America Corporate Center Conference Room, this form must be completed, signed, and faxed to the Management Office at 342-0667 within five business days prior to the reserved date.  

	Company Name / Organization:

	Contact Name:

	Telephone Number:




Fax Number:

	Date of Event:

	Time Period of Event:




Set-up Time:

	Number of Attendees:


Food and Beverage Requirements:

Client should handle all food and beverage requirements.  All catering must be done through Spratt’s or Bistro 100 at least 24 hours in advance.  Room should be left in clean condition with all trash discarded in receptacles and catering equipment removed.

Set-Up:   Please circle the style you are requesting.

1. Hollow Square

2. U-Shape (facing whiteboard or facing screen) 

3. Classroom (facing whiteboard or facing screen)

4. Theater (facing whiteboard or facing screen)

Audio & Visual:   Please circle any of the following equipment you will need:

1. Television

2. VCR

3. Overhead Projector

4. Slide Projector

5. Projection Screen

6. Conference Phone

7. Flip Chart Stands

I have read the attached Policies and Procedures for the Bank of America Corporate Center Conference Room and agree to abide by said polices and procedures.

___________________________________________

________________

Client Signature          





Date
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