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Room Reservation Form
Comanche County Health Department
1010 S. Sheridan Road
Lawton, OK  73502

This two-page form must be used for all reservations of the facilities at Comanche County Health Department.  The room may not be reserved if the form is submitted less than 2 days prior to the date requested.

The health department is available for use between the hours of 8:00 a.m. until 5:00 p.m. on Monday through Friday unless requested by internal staff.  

Today’s Date:			

Requestor Name:	

Department/Organization:  

Phone Number:  	E-Mail Address:  
		
Date(s) of Event:	

For check boxes, double click on the appropriate box and select “Checked”.

Time Room Needed:		|_|  AM	|_|  PM
[bookmark: Check1][bookmark: Check2]Time Room Evacuated:		|_| AM	|_| PM
Repeating (Indicate monthly, weekly, bimonthly, and/or other and the exact dates):


Name of Event:  

Event Type:  	


Brief Description of Event:


 



Number of Attendees:  		
Preferred Room (Please check ONE)*:	
[bookmark: Check3][bookmark: Check5] (
Nursing Conference Room 
(
8
)
) (
Main Training Room 
(Accommodates 50)
**
) (
Consumer Health Conference Room 
(
8
)
)	|_|						|_|
[bookmark: Check4][bookmark: Check6] (
WIC Conference Room 
(35)
)	|_|						|_|
Equipment/Media Needs (tables, chairs, projector, computer*, iPower, TV, wireless access etc.):				

Room Set-up/Design:
[bookmark: Check7]|_|  Classroom  (chairs in rows facing front with no tables)
[bookmark: Check8]|_|  U-Shape (tables in U shape with chairs on outside)
[bookmark: Check9]|_|  Boardroom Table (large wooden tables with chairs around)
|_|  Other (please specify):

[bookmark: Check11][bookmark: Check12]Will your event be catered?	|_|  Yes		|_|  No
If yes, please indicate from where and the approximate time that it will arrive.

If you choose to reserve a room, please ensure that you leave it as you found it.
Instructions:  Please email this form to Johnetta@health.ok.gov AND PatricGB@health.ok.gov.  Room reservation is not final until you receive email confirmation from Johnetta Miller or Gail Bybee.

Please note:  the Comanche County Health Department’s Wellness Policy requires healthy refreshment options and 15 minute physical activity breaks at meetings longer than one hour. Our policy and Activity Break Ideas can be found electronically on our website or hardcopy in each room. This policy is related to all functions on Comanche County Health Department premises.
* No external devices may be plugged in to health department’s computer.  Must bring presentations on a compact disc.
** The main training room can accommodate more if set up does not include tables.
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