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Ancillary Meeting Space Request Form

Meeting space must be arranged through INS. Meeting rooms will be assigned on a first-come, first-served basis. INS will contact you before we schedule your meeting to discuss date and time availability.
INS provides only the meeting room, tables and chairs. Your organization is responsible for the arrangement and cost of food and beverage service, A/V services, or other needs. Outside catering is not allowed. Once your meeting is scheduled by INS, we will give you contact information at the Hotel so that you may contact them to place an order for any needed food/services. 
	Name of contact person

     
	E-mail Address
     
	Phone number

     

	Name of Organization

     

	Description of Meeting

     
     

	Expected Attendance

     
	Room set-up style*

     
	Duration of Meeting
     

	Preferred Meeting Date/Approximate Time

     

	Title of Meeting to be placed in the Program (may be shortened to fit in available space)

     
     

	Special Requests

     



* Room set-up styles are as follows:

Theater = chairs facing a front table

Classroom= 6 ft tables (with 3 chairs each) facing a front table

Boardroom= 1 large table with chairs around

Reception= small scattered tables, with/without chairs
Dinner=large round tables with 8 chairs each
Please complete this form and email or fax it to the INS office Email: ins@osu.edu  Fax: 614-263-4366

