2023-2024
BARTLETT HIGH SCHOOL
701 Schick Road Bartlett, Illinois 60103


FACILITIES RESERVATION FORM
Forms must be submitted 48 hrs. prior to event
Date of Request: __________________________
Name of Event: __________________________
Contact Person: __________________________
Date(s) of Event: _________________________ 
Organization: ____________________________
Alternate Date(s) _________________________
Address: ________________________________
Event set up time: _________________

Phone: __________________________________
Event start time: ____________End time: ____________

BHS Coach/Sponsor:______________________ 
Building exit time: ___________                                      Supervising Administrator__________________
Total Number of attendees and participants:___________
BUILDING AREAS TO BE USED:
 FORMCHECKBOX 
Auditorium (stage & seats)
     FORMCHECKBOX 
Seats only (no stage usage)

 FORMCHECKBOX 
Green room

 FORMCHECKBOX 
Hungry Hawk* _______________
          Needs HH teachers signature 
 FORMCHECKBOX 
Library

 FORMCHECKBOX 
Gymnasium (Athletics)
 FORMCHECKBOX 
Locker room /Showers
 FORMCHECKBOX 
Men’s      FORMCHECKBOX 
Women’s
 FORMCHECKBOX 
A130 East (Testing Center)
 FORMCHECKBOX 
A130
West

                   
 FORMCHECKBOX 
Commons

                
 FORMCHECKBOX 
 Lecture room A307 
(5ft Wood Tables ONLY)
 FORMCHECKBOX 
 Annex 
 FORMCHECKBOX 
 Classrooms (list room #’s)

 FORMCHECKBOX 
Other_______________________

 FORMCHECKBOX 
Aerie Gym (Athletics)


          
*Must pre-approve the use of this room with teacher and have them sign off on form. 
 FORMCHECKBOX 
No Equipment needed.  Please Open doors and turn lights on 15 minutes before activity. 

EQUIPMENT REQUESTED:

Auditorium*
 FORMCHECKBOX 
Amplified Sound System **

 FORMCHECKBOX 
Stage Lighting **

 FORMCHECKBOX 
Acoustical Shells #_____
(6 available)

 FORMCHECKBOX 
Choral Risers #_____
 FORMCHECKBOX 
VHS and Monitor

 FORMCHECKBOX 
LCD w/computer (plays DVD’s)
 FORMCHECKBOX 
LCD 

 FORMCHECKBOX 
Overhead Projector  

 FORMCHECKBOX 
Projections screen  

 FORMCHECKBOX 
Music Stands 

 FORMCHECKBOX 
Wenger Music Chairs # ____
 FORMCHECKBOX 
Conductor’s Podiums 

 FORMCHECKBOX 
Podium w/microphone
(6 available

BE RESPECTFUL!!  NO FOOD OR DRINKS ALLOWED IN THE AUDITORIUM.
*Users of the auditorium must return it to its prior state by first period the next day (7:40 am).
**Bartlett High School Technician must be hired.

Gymnasium

 FORMCHECKBOX 
Amplified sound system 
 FORMCHECKBOX 
Electric scoreboard 

 FORMCHECKBOX 
Bleachers Extended 
 FORMCHECKBOX 
Scoring Table


 FORMCHECKBOX 
Podium w/microphone

      FORMCHECKBOX 
North End 




 FORMCHECKBOX 
Microphone

     
      FORMCHECKBOX 
South End 

Comments/Request: 
EVENT SET UP REQUEST:
COACH/SPONSOR is to School Dude all event set up requests.

 FORMCHECKBOX 
Rectangular Folding Tables: #___________ (18 tables are available for use)
 FORMCHECKBOX 
Stack Chairs: #________________________

    (Requests over 30 requires an additional 

     School Dude, request through warehouse) 

 FORMCHECKBOX 
I will submit diagram to Head Maintenance Engineer. 
 FORMCHECKBOX 
Charcoal Grill*   Location for grill___________________________ 

 *Charcoal & lighter fluid must be provided by requestor

Special Item Requests:

________________________________________________________________________
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
________________________________________________________________________

________________________________________________________________________

For Office Use ONLY
 FORMCHECKBOX 
File Form


 FORMCHECKBOX 
Log in Calendar


 FORMCHECKBOX 
Email

Copy Distribution
 FORMCHECKBOX 
Administrator
 FORMCHECKBOX 
Head Maintenance

 FORMCHECKBOX 
AV/Stage Technician

 FORMCHECKBOX 
Level I/II Technician
 FORMCHECKBOX 
Athletic Director
 FORMCHECKBOX 
Cafeteria Supervision 

 FORMCHECKBOX 
Dean’s Office

 FORMCHECKBOX 
Music Staff

 FORMCHECKBOX 
Hungry Hawk

