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Event Name:





Day, Date:





Start Time:


End Time:


Setup Time: 


Clean-up Time:





Please set up seminar room as the diagram indicates by this time on this day--2 couches, 12 leather dining chairs, and all armchairs. (Ottomans can be placed against windows behind circle of chairs or wherever works!)








Per fire regulations, please do not block side patio doors w/furniture.





MOVERS: Type any reset requests here or delete.


Date Sent to Facilities Mgmt.:











Seating for 24-30
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SEMINAR ROOM
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Bertie Wilson Murphy Building Seminar Room “Semi-Circle Seating Layout”


 Revised � TIME \@ "MMMM d, yyyy" �November 20, 2018�.











NORTH





front (north) doors





STAIRS








LOWER FOYER





Office suite





extra vinyl chairs (more upstairs)





AV floor box





double doors





UPPER FOYER





granite topped table








AV Equipment








