


Schaffner Room events:
MAXIMUM PARKING CAPACITY 23 SPACES – NO EXCEPTIONS!
Number of tables required:
_____   6-foot long rectangular (maximum fit 12)
_____   4 ft x 4 ft ‘card tables’ (maximum 4)
_____   number of chairs (maximum 60)
*If you would like a particular configuration, please use the back of this sheet and fill in the template

Technology:
A ‘practice run-through’ is strongly recommended
Please contact Jennifer Coulter at 914-764-5085 x 200 to schedule

Yes/No:
____ I will require the use of the projection screen
____ I will be simultaneously broadcasting over Zoom or similar platform*
*If you are simultaneously broadcasting over Zoom or similar platform you MUST USE the microphones
____ I will require the use of microphones - maximum 4 – any combination of:
____ lapel microphones
____ podium microphone
____ hand-held microphone

Refreshments:
_____  I will be serving refreshments and would like ______ tables*
*Location of table – indicate on template on the back of this sheet
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Room set up:
_____   6-foot long rectangular (maximum fit 12)
_____   4 ft x 4 ft ‘card tables’ (maximum 4)
_____   number of chairs (maximum 60)
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