BAYARD RUSTIN HIGH SCHOOL 2019-2020
IN-DISTRICT REQUEST FOR BUILDING USE (Please send to Athletic Office- Sarah Kropp/Devon Landgraff)
	PROPOSED EVENT:
	[bookmark: _GoBack]
	
	 

	
	DATE
	START TIME
	END TIME

	ARRIVAL TIME:
	
	Estimated Length of Set-up:
	

	Requested By:
	
	Date of Request:
	


	Event/Program Title and Purpose:
	

	
Sponsoring RHS Club/Sport/Activity Name:
	

	Approximate # of attendees:
	


REQUIREMENTS FOR EVENT/PROGRAM:
	Please check all building areas that apply to your event:	

	
	
	Cafeteria
	
	Main Lobby
	

	Auditorium (front)
	
	

	
	
	Main Gym
	
	Gym Lobby/Concession       
	

	Classroom(s):
	
	
	

	
	

	Auxiliary Gym
	
	Auditorium (full)
	

	Other: 
	Faculty Lunch Room  

	
	

	
	
	Library
	

	Auditorium (back)
	
	
	
Auditorium lobby
	
	

	
	
	
	
	
	
	
	
	
	


ATTACH SET-UP SCHEMATIC IN ORDER FOR SET-UP TO BE COMPLETED BY ARRIVAL TIME
	If Cafeteria is requested:

	
	
	Leave regular cafeteria seating arrangement in place          _____Podium
	
	
	
	

	
	
	New/additional seating/table arrangement is required       _____Screen 
	
	
	
	

	
	
	# of round tables (with seating for 8 per table)  
	
	
	
	

	
	
	# student cafeteria tables w/ attached benches
	
	
	
	

	
	
	# chairs in addition to table seating                    
	
	
	
	

	
	
	# food service tables                           
	
	
	
	

	
	
	
	
	
	
	
	

	
	Caterer/food service:
	
	Delivery Time:
	am/pm
	

	
	(if applicable)
	
	
	
	
	

	
	Other Vendors:
	
	Delivery Time:
	am/pm
	

	
	(if applicable)
	
	
	
	
	



	If Auditorium is requested:
	
	If Main Gym is requested:

	
	
	Screen down
	
	
	
	
	
	Microphone
	
	

	
	
	Stage lights on
	
	
	
	
	
	Podium
	
	

	
	
	Microphone
	
	
	
	
	
	Sound system on for National Anthem/CD’s
	

	
	
	Podium
	
	
	
	
	
	Bleachers extended ____Home____Visitor
	

	
	
	Other:
	
	
	
	
	
	
	Other:
	
	

	
	
	
	
	
	
	
	
	
	



For RHS staff presentation/technology needs (including projection unit on cart, audio jack, network jack, and laptop), please contact RHS Tech Assistant for availability and scheduling. Contact the RHS Video Production department for additional projection unit requests, overhead projectors and carts. For In-District, but non-RHS technology requests, you may need to contact WCASD Technology at Spellman as RHS presentation technology availability and assistance may be limited. 
	
	
	
	
	
	
	
	
	

	Reviewed on:
	
	Approved
	
	Rejected
	
	
	Copies to:
	Requestor

	
	
	
	
	
	
	
	
	Head Custodian




