WESTBRIAR ELEMENTARY SCHOOL

EVENT PLANNER
EVENT  
DATE(S)  

TIME OF  EVENT


am     pm (circle one)           LOCATION  
FLOOR  PLAN  (draw sketch on back of this sheet)
CONTACT PERSON  
Custodial Needs
 FORMCHECKBOX 
Furniture needed:  (please specify # of tables, chairs, etc.) 


 FORMCHECKBOX 
Microphone
 FORMCHECKBOX 
Podium
 FORMCHECKBOX 
Trash cans
 FORMCHECKBOX 
Sign-in table in lobby

 FORMCHECKBOX 
Plug in coffee pots at 

 am  pm   (circle one)
Deadline  


Custodian Responsible       FORMCHECKBOX 
 Bldg Supervisor
    FORMCHECKBOX 
Day Custodian


Staff Support 



When


                 Who


 FORMCHECKBOX 
Sign-in sheets, etc

 FORMCHECKBOX 
Other (specify)

Copies to:
 FORMCHECKBOX 
 Bldg Supervisor
 FORMCHECKBOX 
Day Custodian
 FORMCHECKBOX 
Office
 FORMCHECKBOX 
Other  
_________________________________                    __________________________________

Signature of Contact

 
   
 
Signature of Administrator
__________________________________

    __________________________________

Signature of Custodian



     Date































