MSU Trevor Nichols Research Center
Reservation form for the Angus J. Howitt IPM Conference Room
Reservation must be submitted at least seven days prior to meeting.

Cancellation notice of 24 hours required or $25 administrative fee will apply
Date(s) and times(s) reserved: _                      _    Reservation made by:_________________   
Time of function:     Start _   ____ End 


Billing address: _______________________________________________________________
Contact Telephone Number : 
What form of payment?:   Check ___  MSU-JVE ___ (if JVE, then supply account number)

Check payable to:  Michigan State University            MSU Account number _                    _ 
Phone number:   (____)______________
Email address:                             
  
Number in group: _______ 
Function: ___________________________________________________________

______________________________________________________________________

Room arrangements:  [     ] Tables and Chairs or [      ] Chairs Only

Refreshments:        [     ] Food     and/or     [      ] Beverages

Please specify: ________________________________________________________

Audio-visual equipment needed:  Slide Projector [     ]       LCD projector [     ]

                  PA System [     ]        Podium [    ]         Microscope [    ]

Special request: _______________________________________________________

______________________________________________________________________

______________________________________________________________________

Notes: Event organizers must meet or verbally correspond with Laura Lamb within 2 days of event to review and confirm details or a $100.00 surcharge will be levied. 
Submit form and event agenda to Laura Lamb via email: lambl@msu.edu 

For Office Use only












Confirmed:       Yes_____ No_______ Date Confirmed: _______________________


