Ardmore Elementary
Set-Up Needs Form

This form should be filled out preferably one week prior to event. All events taking place in the Lunch Room, shall
not start before 1:30. Office staff, please add event to SharePoint and Office Calendar.

If outside equipment is being used, such as a computer, an equipment test needs to be scheduled prior to
event. '
*** If event takes place after school hours, you must either supply your own equipment or make an

appointment to be trained on the school’s equipment.
The district “Biiilding Use”Form alsd needs to be filldibut.
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