
CONFERENCE/MEETING/WORKSHOP REQUEST

This form is intended for initial arrangements only.  Please provide your best estimates at this time and further information will be solicited at a later date.

Title of Event/Conference:

Name of group or organization:

Contact person:

Address:






Billing address:

Phone Number:





Fax Number:

Cell:







Email address:

Date(s) of event:





Second choice of date(s):

Number of Attendees – Overnight guests


Day attendees (not staying overnight):

Number of Adults:





Number & Age range of Youth:

Conference Check-in (Date and time):


Checkout (Date and time):

Early Arrival information (dates, times, number of people who will need overnight and/or meal accommodation):

Will you need linen packs (sheets, blanket, etc.):

Food Service:

Will you be eating 3 meals per day on campus?

First Meal (date and meal):




Last Meal (date and meal):

Requested meal times:


Breakfast:


Lunch:


Dinner:

Catered events: (banquets, picnics, receptions, coffee services, etc.):

Will you be serving alcohol at any events?

Meeting space requirements: Please provide a general outline of your proposed needs (number of rooms, size, set up arrangements, hours and days needed, etc.  Will you need advance time in rooms for set-up?  Will you need to use Smith Auditorium or the Sparks Athletic Center?  Please be as specific as possible.

Equipment/Audio/Visual/Sound Equipment/Internet or Wireless Requirements:

(It may be helpful to refer to: http://www.willamette.edu/wits/services/checkout_equipment/equipment_prices.html)
Special facility or equipment needs such as extra power, phone lines, stages, outdoor tents, etc. (Will usually involve additional charges.):

Is there any other information we should have?

Place and date of your last overnight conference:

Please return to:

Scheduling, Events and Conferences







Willamette University






900 State Street





Salem, OR  97301

Or email:  kkellay@willamette.edu

Phone:  503-370-6241

Fax:  503-370-6799

