Homer D. Babbidge Library

Class of 1947 Meeting Room

Event Reservation Form

1. Requests for reservations must be received two weeks prior to the event.  Requests will be fulfilled only when a completed Event Reservation Form and signed Guidelines for Use (see next page) is received in Library Administrative Services.
	Contact name:      
	Date:      


Sponsoring organization/department:      
	Phone :      
	E-mail:      

	Fax:      
	Unit #:      

	Date of event:      
	Name of event:      

	Beginning time:      
	Ending time:      

	Approx. attendance:       (max. 55)
	Are you ordering catering?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No


2. The following equipment is available for use.  Please indicate any items required for your event.  (If requesting equipment, Library technical staff will be available in the room to assist with set-up.)
 FORMCHECKBOX 
 Slide projector

 FORMCHECKBOX 
 IBM computer/digital projector

 FORMCHECKBOX 
 Overhead projector
 FORMCHECKBOX 
 Bringing own laptop; will connect to laptop hook-up
 FORMCHECKBOX 
 TV/VCR

3. Please fax your completed reservation form and signed Guidelines for Use (see next page) to Library Administrative Services (860) 486-0584.

If you have questions or need to cancel your reservation, please call 860-486-2219.
For office use only:

The Class of 1947 has been reserved for your use on 



 .  The room will be opened at 



.









Signature of Library staff









Date
Homer D. Babbidge Library

Class of 1947 Meeting Room

Guidelines for Use

1. The room—including all furniture and equipment—must be left in its original condition.  A diagram illustrating the room’s configuration is attached.  A copy is also posted near the podium in the meeting room.
2. Room cancellations should be made as soon as possible.

3. Room usage shall not exceed the maximum capacity of 55.

4. A designated contact person is required to assume responsibility for the event and must be present during the event

5. The use of scotch tape is not permitted on furniture, walls, hangings, etc.  If necessary, please use masking tape to post materials on walls only.  Be sure to remove all posted items at the conclusion of your event (see #1).

6. In the event the University closes, information on Babbidge Library’s hours can be obtained by calling the Library’s Hours Line at (860) 486-4636.

7. All catering arrangements are to be made by the sponsoring organization.  All food and beverages must be removed at the conclusion of the event by the sponsoring organization.  The designated contact person must assume responsibility for both set-up and clean-up.

8. For the duration of the meeting period, the sponsoring organization will be held responsible and liable for any damages, within its control, to the Homer Babbidge Library, caused by the sponsoring organization, its guests, participants, staff, and vendors.

9. The University Libraries reserves the right to deny the use of public spaces to departments, persons, or organizations that fail to observe these policies.
Important numbers:

· To cancel a reservation: (860) 486-2219

· To request assistance with technical difficulties during your event: (860) 486-5949.

I agree to abide by the above guidelines.  I understand that failure to do so may result in the inability of my sponsoring department/organization to use the room in future.








     
Signature of contact person



Name of contact person (print)

     
Title
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After use, room and chairs must be restored
to the configuration below. Thank you.
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