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	Name:
	

	Company:
	                                                                 Building:           Suite:

	Date:
	

	Reservation Date:

	

	Time:
	In:                                                             Out:


CONFERNCE ROOM MEMORANDUM

There is a minimum charge of $25.17 for the use of the conference room. There are tables and chairs available, which will be set up for your convenience   Please see below the additional charges that you will be billed for if needed.  For same-day use, this room must be requested by 1:00 p.m. If you approve this proposal, please sign below and fax to our office by 1:00 p.m. at 713-666-3918.  Upon receipt of this signed proposal, we will reserve the room. A separate form will need to be filled out for after hour’s air conditioning.
Please contact the office if you have any questions.

SIGNATURE: 

DATE: 

NUMBER OF TABLES: __________   NUMBER OF CHAIRS: _________
(Accommodations available:  5 tables and 30 chairs)
Notes:
Lost key - rekey charge $43.59


Lost access card $15.00


Requested overtime air conditioning $35.00 dollars per hour


(A separate form must be completed to request overtime air conditioning.)

Key must be picked up from the management office before 5:00 p.m.

Key must be returned to the management office the next day by 9:00 a.m.

Transwestern 
6750 West Loop South, Ste 330

Bellaire, Texas  77401

P:  713-668-1776

F:  713-666-3918
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