FBCllltﬂ oIV ’ Universitg of Connecticut

Reservation | orm Women’s (_enter

2110 Hillside Road, (Jnit3118
Storrs, Ct 06269-3118
Phone ~860/486-47%8

Todag’s Datc: Fax~860/486-1104

Contact Fcrson:
Sponsoring Organization:
Address:
Phone: Email:

[ vent |nformation

[Facility Requested: 3 [Program Room O Conference Room

Name of |~ vent:

Date of [~ vent: Times: : am/pmto____:_ am/pm

FventTyper: O Meeting O (lass O ecture O Performance 3 Other

*For Ongoing Fvent: O Weekly O Bi-Weekly O Monthly O Other
OMonday O T uesday OWednesday O Thursday O riday 0O Saturday O Sunday

Beginning Date: [ nding Date:

I stimated Attendance: Set Up T ime: : am/pm

What is the purpose o]cyourgroup/cvcnt and how does this support the mission of the \Women’s (enter?

]:ood Scrvicc (see “Catcring” in Po|iC9>
\/\/i” food or bcvcragc be served? 0 ch DNO

Will you need to use the kitchen? ) Yes* ONo
*lxc ch, for what Purposc?




Audio Visual chuest (Circle all that applg} TV NCR/DVD Slide Frojector
Ovcrhcad LCD Fro_jcctor CD/TaPe Flaycr ‘Overheac] Fro_jcctor Laptop

[ asel* FPodium Other:
“We do not Fsrovi({e ﬂrp chart paperor markers

Spccial ]ns’cructions/Aclclitional chuirements:

he signature indicates that the contact person above has read and agrees to the \Women’s (enter’s policies and
> p g P

accepts rcsPonsibilitg during the above event(s), which includes, but is not limited to:
x T he Women’s (enter reserves the riglﬁt to determine the aPProPriate use of ourfacilities.

X Rescrvations for space are group or event specixcicj and may be changed onlg bg the Women’s Ccntcr
staff.

X Kcsponsibilitg for setting up the furniture in the room and ensuring the room is cleaned up and returned to
its original condition at the end of the event.

x  No tape, nai|s, staplcs, etc. may be used on gacilitg wa”s, ccilings or windows.

X Rcsponsibilitg for Clamagc to any Womcn’s Centcr Fumishings or cquipmcnt used and any damagcs to the
meeting space itself (Furniture, walls, etc.).

x  The Women’s (Center does not Providc any suPPIics (i.e., markers, ﬂlP charts, Platcs, cups, etc.) or
technical support for any of the AV equipment.

% No unauthorized use of Women’s Ccnter equipment or suPPIics (c‘g., computers, copier} fax machine, etc.)
is Permittecl.

X Thc kitchen is only to be used to prepare lig}'xt refreshments, which involve no cooldng, on|3 warming,.

|ndividuals or groups utilizing the kitchen facilities must Provide their own supplics.

Signaturc Date:

O#icc (Jse Onlg
Date Keceivecl: APProved bg:

Date Enterecl:

Updated 3/27/07




