Room Set Up Request 
	Mary Jo O’Donnell

412-605-1565

odonnellm5@upmc.edu

	Central Dispatch Center

412-647-3370

Calls answered 24/7


	
	Please complete in the space below.

	Name of Event:
	

	Date of Request:
	

	Date of Event:
	

	Location(s) and Room(s):
	

	Meeting Start Time:
	

	Meeting End Time:
	

	Number of Attendees:
	

	Set up Style(s):
	

	Set up Time(s):
	

	Clean Up Time(s)
	

	Contact Person:
	

	Contact Number:
	

	Instructions:
	


*We may not be able to complete all special requests.  If there are any problems with an order the person on the order will be contacted.  Provide diagram if possible.

