AV Meeting Set Up
First Step: Complete this form
Second Step:  Send an email to the email group list “HS Meeting Setup” with this as an attachment, by clicking the “colored icon office button in top left of tool bar, then “send” as “email attachment”. (this will develop a new blank email)  Save the document on your computer (not on s-drive) for future reference.  
[bookmark: Text1][bookmark: Text2]AV requirement: (Please place X next to the items needed)             Date     Time     
|_| VCR 
|_| TV 				
|_| Giant Screen (*not need if at St. Joes it is supplied) 
|_| Small screen 
|_| Lap top 
|_| In focus 
|_| Speaker system (check out with Mary Gallagher)
Supplies:   
|_| Coffee / Tea
[bookmark: Check9]|_| Water
|_| Cups 
|_| Bowls 
[bookmark: Check13]|_| (lg) |_| (Sm) plates 
[bookmark: Check15][bookmark: Check16]|_|spoons |_| forks |_| knife 
|_| Serving items                                                                     
[bookmark: Text3][bookmark: Check18]Location: (list site below)                                                                         # of attendees      
[bookmark: Check22][bookmark: Text4]|_| All Staff                      
[bookmark: Text5]|_| Regionals      
[bookmark: Text6]|_| Class room      
[bookmark: Text7]|_| Administration       
Other ____________________________________________________________________________________________________________________________________________________________                                                       
