	WFF Event Service Request

Please Email All Requests To WFF Special Services: wffevents@wffservices.com 

	Service Type: Event    Pre / Post Clean    

	Event Date:  

	Event Location:  


	Event Start Time:  
Pre-Clean Time:
Setup Time:
	Event End Time: 
Post Clean Time:
Take Down Time:
	 Event porter?   Yes or No
 

	Event Name:  

	Group/Dept Name:  (Student union, etc.)

	Attendance:  

	Pre-Clean?   Yes or No
Pre-Set?        Yes or No
	Post-Clean?    Yes  or  No 

 Take Down?    Yes or No

	Food Served?  Yes  or  No
Drinks/Alcohol?  Yes  or  No           
	Caterer?   Yes  or  No        
Caterer Setup Time:
	Caterer Name:  

Phone:

	Rental Company:_____________________      Tables: Yes or No  /  Size:_________________

                                                                              Chairs: Yes or No  / Type:_________________                 

Phone:___________________
Rental Drop Off Time/Date:________________________________      Rental Pickup Time/Date:________________________________
**Note Buildings do not provide chairs and tables, that is the responsibility of the event party**

	Description of Setup or Move ( attach a diagram for event layout):



	Labor Rates per person/hr: $34.98 Reg / $48.46 Emergency (less than 72 hour notification) / Holiday Rate: $54.47

	CONTACT & BILLING INFORMATION


	Contact Name: 
	Phone Number:

	Bill to (if different from contact):
	Email: 

	Address or Box Number:  

	Required Department #: 
	Student Union Name: 

	WFF CONTACT INFORMATION

	Office Number: 314.935.9314
After hours numbers: Scott Macdonald, Director @ 314-450-0859 or Dena Stickman, Assistant Director @ 314-581-2263

	*We require a (1) hour minimum billing* After the first hour, time worked is timed billed* 
There will be an additional charge per hour per housekeeper, if event goes over the agreed scheduled time. 



