O’Brien Board Room Reservation
To all City Employees: There is a new procedure when reserving the O’Brien Board Room for meetings. Please fill out this form and e-mail back to bhall@southbendin.gov. I will e-mail you back with approval or rejection. I am in the office Mon-Fri 8 am to 4:30 pm.

                                                                                                 Thank you! 

                                                                                                 Brenda Hall

                                                                                   Office Manager of Parks & Rec

1. Contact Person ___________________________________________________
2. Department ______________________________________________________
3. Phone # _________________________________________________________
4. Reservation Date __________________________________________________
5. Time:   Start________________ AM or PM   End_________________ AM or PM

6. Title of Meeting ___________________________________________________
7. Set up: Number of chairs, tables and how would you like the arranged?

___________________________________________________________________

8. Expected attendance? ______________________________________________
9. Do you need access to Multi-Media Station?  Yes__________  or  No_________
10. Comments: _______________________________________________________

___________________________________________________________________


__________________________________________________________
__________________________________________________________
