	In-House Facility Planning Request
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This request must be submitted three days prior to your meeting date.
	
	Meeting Date:
	

	
	
	
	
	
	

	
	
	Start Time:
	

	
	
	
	
	
	
	
	
	

	
	End Time:
	

	
	
	
	
	
	
	
	
	

	Meeting and Contact Information

	
	
	
	
	
	
	
	
	

	Meeting Title:
	
	

	Contact:
	
	Department:
	
	Telephone:
	
	

	
	
	
	
	
	
	
	
	

	Room Selection

	
	
	
	
	

	
	
	Siskiyou Room
	-
	Capacity:  80 Seated, 50 at tables.  Complete “Siskiyou Room Set-Up” below.

	
	
	
	
	
	
	
	
	
	

	
	
	Cascade Room
	-
	Capacity:  10-12 Seated.  (Conference table and chairs.)

	
	
	
	
	
	
	
	
	
	

	
	
	Trinity Room
	-
	Capacity:  8 Seated.  (Small oval table and chairs.)

	

	Siskiyou Room Set-Up

	
	
	
	
	
	
	
	
	

	
	1.
	
	
	2.
	
	
	3.
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	Other: (draw below)


	
	Total No. of 
Chairs Needed:
	
	
	Total No. of Chairs Needed:
	
	
	Total No. of Chairs Needed:
	
	

	
	
	
	
	
	
	
	
	

	Special Instructions

	
	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	
	

	Submit Form

	
	Submitted By:
	
	Please fax or mail completed form to:
	Siskiyou County Office of Education

609 South Gold Street

Yreka, CA  96094

fax: 530 842-8436

	
	Date:
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