Burlingame Public Library

Lane Community Room - Request to Schedule Event

Please complete this form and return it to
Sidney Poland (Fax: 650-342-6295 or e-mail poland@plsinfo.org)

	Contact Information

	Contact Person


	Group Name



	Address



	Phone Numbers

Day                                     Evening                                 Cell

	e-mail address


	Event Information

	Event Date

	Event Time

	Nature of Event



	Estimated Attendance (Seating Capacity 80 - Occupancy 120)

	Room Set Up Choices

Theatre Style                   Class Room                    Tables in U shape

	No. of Tables
	No. of Chairs

	Podium/Easel/Coffee Pots (2)
	


	Lane Room Equipment and Fees

	Lane Room Fee
	$100

	Tables (22) – Chairs (80)  Coffee Pot
	No Charge

	Podium and Easel
	No Charge


	Technical Equipment and  Fees

	Projector/Screen/TV/DVD/VCR
	Staff Assistance Required $30

	Screen Only
	No Charge


_____________________________

______________________________
Responsible Party



City Librarian

