Guidelines for Reserving Campus Facilities

To facilitate your total meeting needs, if you are having a meeting any place on campus other than your office, it is important that everyone submits an Event Reservation Set-up Form.  This form alerts all the auxiliary departments of your meeting.  The Switchboard and Safety Department will be notified of your meeting; enabling them to assist your guests in finding the location and in cases of emergency will direct phone calls to your guests or notify them personally.  The University will try not to schedule any major maintenance or housekeeping in that area.  Without the Event Reservation Set-up Form, the University can not provide these services to you and your guests. 
Guidelines:
1. Contact the Director of Events Reservations by phone (Ext. 3112) or by e-mail (jfee@immaculata.edu) to verify availability of space.  It is not necessary to contact any other office.

2. After availability of facilities has been verified, then complete Event Reservation Set-up Form (the only exceptions are the Conference Room C in the Faculty Center and Room 18 – 111-127 in Loyola Hall see below.) 
To acquire Event Reservation Set-up Form;
· Go on MyIU
· Select Staff & Faculty Forms
· Event Registration Set-up Form can be found under forms. (It is important that you first download this form onto your hard drive.)
· E-mail the completed Event Reservation Set-up Form to the Director of Events Reservations at jfee@Immaculata.edu.  (Events Reservations Set-up Forms are only accepted via completed form emailed to the Director of Events Reservations)
3. Submit completed forms as early as possible.  Forms MUST be submitted at least two (2) weeks before desired date by e-mail.
Any deviation from this process may cause problems for which the university cannot be responsible.
Filling out the Event Reservation Set-up Form:
Include set-up, breakdown, and exact time of event.
Example of Time Schedule:


Date of Event: 
1/2/09
Actual Time of Event:
 9 a.m. - 11 a.m.

Date of set-up:

1/01/09 Start Time: 8:00a.m.
Date of Breakdown:
1/02/09 FinishTime: 12:00p.m.

If an extensive set-up is required, a direct meeting with maintenance may be arranged after an Event Reservation Set-up Form with set-up is submitted to the Director of Events Reservations. 
Additions or Deletions to Event Reservation Set-up Form:
· If there are any changes to your event after an Event Reservation Set-up Form has been submitted, an Addendum Form must be submitted. The Addendum Form is also located in MyIU; Staff & Faculty Forms.  The completed electronic form must be submitted via e-mail as an attachment to the Director Events Reservations at  jfee@Immaculata.edu. 
Use of Conference Rooms and Loyola Hall:

1. Conference Room C - Faculty Center:

1. Phone or e-mail reservation must be made with the Director of Events Reservations (Ext. 3112) or at jfee@Immaculata.edu, Monday through Friday 9:00 a.m. - 4:00 p.m.

2. No Event Reservation Set-up Form is required, unless set-up is needed.  Set-up includes all audio visual, food and all other set-up needs. .

2.
Room 18 – 111- 127 - Loyola Hall:

1. Phone or e-mail reservation must be made with the Director of Events Reservations (Ext. 3112) or at jfee@Immaculata.edu, Monday through Friday 9:00 a.m. - 4:00 p.m.
2. Event Reservation Set-up Form is only needed for these rooms if there is set-up.  Set-up includes all audio visual, food and all other set-up needs. 

Dining Room Service:
1. Contact IU Dining Service (Ext. 3041) before scheduling the event to make sure they will be able to cater your event (especially during November, December, April, and May).  

2. A direct meeting with Dining Service may be arranged, but please submit an Event Reservation Set-up form with all Dining Service set-up needs. 

3. Final arrangements must be made with Food Service two (2) weeks prior to the event.
Please contact Jacqueline Fee (x3112 or jfee@immaculata.edu) with any questions

Thank you for your cooperation.


