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New College Institute

Room Reservation Form

30 Franklin Street and 29 Jones Street

Martinsville, VA  24112


Contact:  Ruby Jones

29 Jones Street – Martinsville, VA  24112

Phone:  276.403.5605

Fax:  276.403.5604

E-Mail:  rjones@newcollegeinstitute.org
Web:  www.newcollegeinstitute.org
Name of Organization: ____________________________________________________
Name of Event or Class: ___________________________________________________
Requestor Name: _______________________________Title: ____________________
Name of Organization or Institution: _________________________________________
Address: _______________________________________________________________
Phone: _________________ Fax: _______________  E-Mail: _____________________
Type of Event: (workshop, seminar, lecture, meeting, etc.) _______________________
Date of Event: ______________________ Time Requested: ______________________ 

Estimated Number of Participants: ____________ Is this a public event? ____________
Room Requested:

Main Level         capacity                 Upper Level        capacity           Lower Level        capacity
Room 207 ____  (20-25)                Room 301 ____  (16 desks)
        Room 105 ____  (12 desks)
Room 208 ____  (30-38)

 Room 303 ____  (42-50)
        Room 106 ____  (30-35)
Room 210 ____  (18-20) lab
 Room 304 ____  (20-30)

Technology Requested:

Video Teleconferencing ____________  

Number of locations to connect with _______

ELMO overhead projector ___________   
          Overhead projector and computer  ________
Dry erase board _______              Laptop computers _______          Number needed _______

Other needs __________________________________________________________________


Please Note:  Rooms will be assigned as appropriate by staff and first-choices are not guaranteed.  Client is responsible for providing catering and related items. Client is responsible for insuring that all food and drink items are disposed of properly and that the room is left the way it was found. No food or drinks are allowed in the computer lab or around the laptop computers.








