OHEF SHOLOM TEMPLE
[bookmark: _GoBack] Meeting/Room Request 
Committees & Auxiliaries


Requested by  _______________________________________________________________________ (name) 

Phone Number ___________________________________   Email __________________________________

Committee Name ____________________________________________________________________________

Date of Request _________________________________     Date of Meeting _______________________

Room Requested: ____________________________________________________________________________

Estimated number of attendees: ___________________________________________________________


Event Time: 		Begin ______________________ 	End 	______________________ 
 To help us keep costs down, please schedule evening meetings on a Tuesday or Thursday evening when possible.

For special requests, email reservations@ohefsholom.org noting the time frames: 
· Handouts – email documents (including # of copies needed) at least 1 day prior 
· Special set up – send sketch of layout at least 1 week prior
· Zoom meeting (video conferencing) or Audio-visual needs – 1 week prior
· Other requests – as early as possible 

For Publicity needs, please email elyse@ohefsholom.org.




Requests for Sunday morning & early afternoon must be approved by DFL 

NOTE: A request is not confirmed until you receive an email. 
----------------------------------------------------   Office Staff -------------------------------------------------------------

Received by office __________________________________________ (date) __________________________________________ (initials) 
Added to calendar __________________________________________ (date) __________________________________________ (initials)
Copy to Mike Phillip  __________________________________________
Security Necessary 		Yes	____________________	No______________________
Maintenance Staff Needed 	Yes	____________________	No______________________
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