Facility Checklist for Awards Ceremony

Name of Facility:  __________________________________________

Location:               __________________________________________

Contact Name:      __________________________________________

Contact Phone:      __________________________________________

Contact E-mail:     __________________________________________

Room Size:            __________________________________________

Stage:                     ____ Yes           ____ No

Podium:                  ____ Yes         ____ No

AV Equipment:      ____ Yes         ____ No
Tables:                    __________________

Chairs:                    __________________

Easel:                      ____ Yes         ____ No

Price:                       ___________________________________________

Comments:              ____________________________________________

