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Meeting Room Reservation Request Form

Today’s Date: _______________________
Organization Name: _________________________________________________
Contact Person: ____________________________________________________
Contact Phone Number: _____________________________________________
Contact Email Address: ______________________________________________
Do you office at SocialVenture?       Yes      No     
Type of Room Use:       Meeting      Training     Reception    Exhibition/Trade Show
 Other (If other checked, please define): _________________________________________
Seating Setup:       Classroom      U-Shaped      Theater      Hollow Square      Banquet
Audio Visual Equipment:       Projector      Screen      Podium      HD Monitors
Will alcohol be served?       Yes      No   
(Note: If alcohol is served at a function, it is required that a City of Birmingham police officer be present at the function.  This cost is incurred by the lessee.)
Will the event be catered?       Yes      No   
(Note: There is an additional cleaning fee in the event the room is not properly cleaned upon departure.)
Will the event need coffee or a water dispenser? [image: ] Water     [image: ]Coffee        [image: ] Both 
Number of People: ______________________
Preferred Meeting Room (if applicable): _________________________________
Event Name: _______________________________________________________
Event Date: ________________________________________________________
Start Time: _________________________________________________________
End Time: __________________________________________________________
Email request form to olivia@revbirmingham.org
Please note that the room is not booked until SocialVenture has confirmed your request.  All requests will be approved within 24 hours based on operational hours.	
[image: ]SocialVenture is a co-working space, meeting space and change-making space 
in the heart of Woodlawn. When you meet at SocialVenture, you’re supporting 
REV Birmingham’s work creating vibrant places across the city.
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