Cypress Fairbanks Independent School District

Richard E. Berry Center Room Request Form

Please Return to a Berry Center Event Coordinator at eventcoordinator@cfisd.net or via fax 281-894-3911

This form is for informational purposes only and is NOT a contract.  Completion of this form does not guarantee approval.  You will receive a CONFIRMATION EMAIL if space is available. Please fill out one form including all necessary information for EACH event/meeting/room needed.  Multiple dates for the same event are allowed on one form given all information is exactly the same for each date. All event details must be finalized (10) days prior to the event.
	event info

	Event Name

     
	Event Date

         to         
	Number of Guests

     

	Arrival Time

        FORMCHECKBOX 
  A     FORMCHECKBOX 
 P
	Event Time

         FORMCHECKBOX 
A   FORMCHECKBOX 
 P     to              FORMCHECKBOX 
A   FORMCHECKBOX 
 P
	Move-out Time

            FORMCHECKBOX 
 A       FORMCHECKBOX 
 P

	 FORMCHECKBOX 
  CFISD Group

 FORMCHECKBOX 
  Non-CFISD Group
	CFISD Department

     
	Purpose of Event

     


	contact info

	Name

     
	Work Phone

   -   -    
	Cell Phone

   -   -    
	Email

     


 FORMCHECKBOX 
 Click here if same contact
	On site/day of contact

	Name

     
	Work Phone

   -   -    
	Cell Phone

   -   -    
	Email

     


	room setup – choose only one

	Table Type
	Chairs Per Table
	
	Flexible on Setup?   FORMCHECKBOX 
 N    FORMCHECKBOX 
 Y
	No. of Additional Tables, Size & Use

	 FORMCHECKBOX 
 Classroom 

     [image: image1.jpg]



	 FORMCHECKBOX 
 3    FORMCHECKBOX 
 4
	
	Total No. of Rooms?   
General Session?  FORMCHECKBOX 
 N   FORMCHECKBOX 
 Y 

Specific Needs?    FORMCHECKBOX 
 N    FORMCHECKBOX 
 Y (Please list)

     
	 FORMCHECKBOX 
 Rectangle 6’ x 18”  #   
 FORMCHECKBOX 
 Rectangle 6’ x 30”  #   
 FORMCHECKBOX 
 Rectangle 8’ x 18”  #   
 FORMCHECKBOX 
 Rectangle 8’ x 30”  #   
Use:

     

	 FORMCHECKBOX 
 Horseshoe

     [image: image2.jpg]



	 FORMCHECKBOX 
 6    FORMCHECKBOX 
 8
	
	
	

	 FORMCHECKBOX 
 Banquet  

     [image: image3.jpg]



	 FORMCHECKBOX 
 8    FORMCHECKBOX 
 10
	
	
	

	 FORMCHECKBOX 
 U-Shaped

     [image: image4.jpg]



	 FORMCHECKBOX 
 3    FORMCHECKBOX 
 4
	
	Disability Needs?   FORMCHECKBOX 
 N    FORMCHECKBOX 
 Y (Please List)

     
	

	 FORMCHECKBOX 
 Theater

     [image: image5.jpg]



	No Table
	
	
	


All projectors come with a screen. Size determined by BC Staff. Laptops include wireless Internet.

Costs are incurred with AV setup, so please do not order equipment that will not be used.

	audio/visual equipment

	 FORMCHECKBOX 
 Laptop(s) #   
	Laptop Options:

 FORMCHECKBOX 
 Remote (PowerPoint Clicker)

 FORMCHECKBOX 
 Audio/Sound

 FORMCHECKBOX 
 District Network (AP01) [Connect to H Drive]

Laptop Software: (Included)
Microsoft Office 2003 (Word, PowerPoint, Excel)

SmartBoard (ver. 9.7.103.1)

Novell GroupWise
	Specific Software Needs:

     
	 FORMCHECKBOX 
 Podium

(choose one)

 FORMCHECKBOX 
 Wood

 FORMCHECKBOX 
 Metal

 FORMCHECKBOX 
 Formica

 FORMCHECKBOX 
 Table Top

	 FORMCHECKBOX 
 Projector
	
	
	

	 FORMCHECKBOX 
 VCR
	
	
	

	 FORMCHECKBOX 
 DVD Player
	
	
	

	 FORMCHECKBOX 
 Elmo (overhead)
	
	
	

	 FORMCHECKBOX 
 SmartBoard
	
	
	

	 FORMCHECKBOX 
 Hand Held Mic
	
	Providing own equipment? Please list:

     

	 FORMCHECKBOX 
 Lapel Mic
	
	

	 FORMCHECKBOX 
 iPod input
	
	

	 FORMCHECKBOX 
 Easel
	
	


ALL FOOD & BEVERAGE NEEDS MUST BE CONFIRMED WITH CLASS ACT CATERING

	food & beverage – class act catering

	 FORMCHECKBOX 
 Beverages Only (coffee, juice, water, etc…)
	Meal Type for setup purposes only & is not your Menu Order.

	 FORMCHECKBOX 
 Snacks
	

	 FORMCHECKBOX 
 Full Meal Buffet
	Contact Catering
281-894-3930 or catering@berrycenter.net

	 FORMCHECKBOX 
 Plated / Served Meal
	


Office Use Only

	                                                                  Date recieved                                     Room                                                      Reservation ID 


