RWCCF Office must receive this setup form 2 weeks prior
to the event to reserve and confirm venue location.

Event:
Event Date: Event/Setup Time:
Guest Name: Caterer:
Audio Visual Needs & Decor Requests Linen sizes
Lecturn (client must supply)
Microphone ___ 4 ft main room dining = round 108"
Wooden stool __ Dining room table = 90" x 107"
High chairsx3 __ Sun room glass tables 43”=round 108"
Table markers __ Table numbers Outdoor plastic tables 46.5” = round 108"
Easels: _ Goldx3__ Woodenx1_ Ironx1__ B 3 ft = round cocktail table 120”
3 ft = sweetheart table 108"
Deck Sun room 22'x 14’ O 8ft = 90”X 156"
O O (‘) O 6ft =90"x 132
China - 4 ft = rectangle 108"
Cabinet | Side table |
Dining table
42"x 78"
Living Room
. includes furnishings
that cannot be removed
Front
porch
Coffee » p—
Kitchen
! , ,—M Storage Foyer -
22'x 38 ' P
Rest closet 12’x14 | &
room (- S—
Rest
room
Back -
Porch %
Main room
Alcove 16’ x 44’ W'?\?:)
10'x 15 neow

7 round tables

8 chairs per table

56 seated total in room
(per Fire Code)

Windows

Client to confirm setup, number of guests & linen rentals (table covers & napkins) with caterer



