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Conference & Meeting Room Reservation Form

Academic Computing Services 

North Campus Center 

Person Responsible for Event (Event Manager):________________________________________________

Event Name:____________________________________________________________________________

Department:_______________________________    Email Address:________________________________

Phone Number:_____________________________  Fax Number:__________________________________

Event Date:________________________________  Aprox. # of Attendees:__________________________

Start Time*:______________________________     End Time*:​_________________________________​​​​​__

*When scheduling an event please allow extra time before and after the event to set up and clean up.

 Food at Event?  ( Yes    (  No.  If Yes, What type?:______________________________________________




(Note: No Red Colored Beverages Permitted)


POLICIES & GUIDELINES

· The conference room is reserved for Staff and Faculty only.  Student events should be directed to the Scheduling Office of the Student Union.  The room may not be used as a teaching classroom.

· Each event should plan for no more than the maximum capacity of 92 attendees.  Safety and Risk Management will stop the event if more than 92 attendees are in the room at one time.  

· Provided is an overhead projector, a television, a VCR, a projector screen, and a podium.  The equipment may not be taken out of the room.  The event manager must reserve all other equipment.  A microphone may be checked out at the Service Desk with a Faculty/Staff ID.     

· The room contains 57 chairs and 28 tables.  If additional chairs and tables are needed, the event manager must contact and pay Facilities Management for additional needs.  

· The Event Manager is responsible for room set-up, including arranging tables and chairs, and all additional arrangements including security, lighting, parking and food services.

· The Event Manager is responsible for clearing the room of uninvited guests. 

· The Event Manager is responsible for restoring the room to its original condition following the event.

· Nothing may be posted on the walls. Any damages to the walls, carpet, or furniture will be subject to repair cost.  RED COLORED BEVERAGES ARE NOT PERMITTED. 

· No conference/event can be held outside of the conference room.   

· If having food and/or drinks, the trash must be dumped outside of the building.  

· The conference room is available only during the lab operation hours.  

· The only service ACS provides is the reservation of the space.  Due to budget constraints we cannot provide “manpower” or other event services.

· The Event Manager must notify ACS at least 48 hours before the event of time changes or cancellations at ext. 5-2088 
· Failure to adhere to any or all of these policies may preclude the Event Manager/Department from making future reservations.

I have read and agree to abide by the Policies & Guidelines listed above:

Event Manager’s Signature:_________________________________________________________
COMPLETED FORMS MAY BE FAXED* TO EXT. 5-5800

*No reservation is guaranteed until the Event Manager receives an e-mail confirmation from ACS
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