To whom it may Concern:

We are looking at booking a space to accommodate about 30-35 people. We would like this space to have the following details:

1. A room set up classroom style, with no backs to the presenter
2. A 6ft table to serve sandwiches, chips and drinks that we will provide
3. A 6ft table outside of the room serving as a registration check in table.
4. The event will be from 12pm-2pm or 6pm-8pm, but we would like access to the rented space about an hour before the start time, so we can set up. 

We will be bringing our own Laptop with the presentation on it but will need to make sure we have the following AV accessibilities:

1. Projector screen with HDMI capabilities to display our Presentation 
2. Full Audio capabilities for the in house speakers to play music at a low level
3. Proper AV equipment for Video presentations to be heard from the computer

If you have any additional questions or need additional details please let us know, we are happy to schedule a time to touch base about this. 



