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#GOALS 

Facilities Coordinator's Role 
Shed Light on the Calendar
Review Reservation Process
Review Room Use Policies
Look at Best Practices
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#FACILITIESCOORDINATOR

Shawn Trimble
strimble@eruuf.org
Front Line Office Guide
Administrative Support
Manage Calendar
Internal/External Events
Work closely with Jenny 



Parks and Recreation - Ron Swanson and the Swivel Chair
https://www.youtube.com/watch?v=Hyc1aMtnHJo

https://www.youtube.com/watch?v=Hyc1aMtnHJo
https://www.youtube.com/watch?v=Hyc1aMtnHJo
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#MEETINGSPACE

255
April 2018

SANCTUARY
CHAPEL

MUSIC RO0M
FELLOWSHIP HALL
COMMONS ROOM 

ROOM 1
ROOM 3

ROOM 4/5
ROOM 7
LIBRARY
ROOM 15
NURSERY

268+
April 2019
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#THEPROCESS

Posted Calendar                 
-internal ERUUF events      
-external events
Web Calendar                     
-ERUUF events
Invisible Calendar              
-special request                
-pending requests 

www.eruuf.org

https://www.eruuf.org/
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#BESTPRACTICES
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Do meet with a reservation
Do plan ahead
Do use the online form
Do factor setup/cleanup time
Requests are denied
RE programming is priority
Meeting may be shifted
Please leave pets home



#ROOMUSEPOLICIES
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Room Neutrality is Important 
Clean your Meeting Space 
Wash dishes
Turn off Lights
Lock up
Return keys to Office 
Avoid using Glitter
Take caution when using candles 
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THANK YOU


