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Title of event


Date of event


Time of event


Setup Time:








Please set up the room per diagram to right no earlier than (time) on (date).





Please remove any additional furniture not required and store in the office/storage room upstairs.





(Optional: if planning a reception in the upper foyer, may need additional directions for extending table, moving lamps, etc.)








Early morning, (date of next day), please return room to original configuration.
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FOYER





SEMINAR ROOM





Murphy Building Seminar Room “Capacity is 16”
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