
ROOM RESERVATION REQUEST FORM

· The 3 Board Rooms at City Center Plaza

· Conference Rooms A&B at 222

~Please fill out this form completely by placing requested information in the right hand column~

NOTE: This form consists of TWO pages

	Company:
	

	Address: 
	

	Fax#:
	

	Bill to (if different):
	

	Name:
	

	Email Address:
	

	Phone#:
	

	Room requested: 
(ie. One of 3 City Center Board Rooms, 222 Room A &/or B)
	

	Date of Function:
	

	Time of Function: 

(ie. 11am – 1pm)
	

	# of People:
	

	Tenant of: 

(ie. CC East, CC Plaza, CC West, 222, Other)
	

	Room Layout # for CCBR:

(only if you are having the room set up by our staff)
	

	Do you require assistance with setup?
	

	Do you require assistance with teardown/cleanup?
	

	Special Instructions/Accommodations:  


**REMINDERS**
· There is a $35/hour set-up/clean-up fee (billed in 15 min. increments)
· There is a charge for tenants not located in City Center East for the Board Room.
· There is a charge for non-tenants of the 222 building for Conference Rooms A & B. 
· There are additional charges for teleconferencing equipment.
· Conference room requests must be submitted by email or fax only
Procedures for Conference Room Reservations
Visit www.pfefferle.biz go to: favorite links, then to Conference Room Calendars to view the calendar before you request a reservation. The calendar is updated daily or as needed.
· If you require assistance with the setup there is a $35/hour set-up/clean-up fee. Please see attached brochure for Board Room layouts.
· Attached is the form for reservation requests, this can also be found on the website under Conference Room Calendars. This must be filled out completely & forwarded to my attention via email or fax only!!
· After you have submitted your completed request form you can confirm your reservation via the web. Please allow 24 hours for the calendar to be updated. If after 24 hours your reservation has not been updated on the web calendar, please call me.
· Because of the high demand of the conference rooms, if your function is cancelled, it is greatly appreciated that you notify me by email or fax of the cancellation as soon as you know about it. 

EFFECTIVE IMMEDIATELY:

Pfefferle Management will be asking all tenants to give notice of a cancellation within a week of the reservation or there will be a $50 cancellation fee. 

You may only book up to three months in advance.

Thank you for your cooperation.
EMAIL THIS DOCUMENT TO appletonmaintenance@pfefferle.biz or FAX TO 920-730-4286 
THIS FORM CAN BE FOUND AT WWW.PFEFFERLE.BIZ

