Schair-Swenson-Watson Alumni Center Event Request Form

Please note: Events are not confirmed until this form is submitted to the Scheduling Office with all necessary signatures.
GENERAL INFORMATION:

Event Name:  


Date of Event:  

Time of Event:     Start:
a.m./p.m.     End:
a.m./p.m.    Set up time:

Room:  

  Estimated Attendance:

Sponsoring Organization:  




Host Name:  

  Host Phone/E-mail:  

Set-up specifics (please complete all that apply)

Physical Plant:

# of chairs:  


# of tables:  


Podium w/seal: yes 

Stage: yes 
Stanchions: yes 

Tent outside: yes 

Custodial Coverage: yes 
Special Electrical Needs:

Other Details

AUDIO/VISUAL:
Microphone/sound:


Slide Projector


VCR/Monitor


CD/DVD


LCD


Internet



PowerPoint


Computer (Mac or PC)

Software


Hearing Impaired:


Imager


Other 









SECURITY
Unlock Time:


Lock Time:




CATERING:
Reception: Yes 
Breakfast: Yes 

Luncheon: Yes 
Dinner: Yes 
Beer/Wine: Yes 
Full Bar: Yes 
Buffet or Served Meal:









Other:









MISCELLANEOUS INFORMATION:
College Staff on Duty:

Photographer on Duty:

AV Personnel Hired:

Green Room Needed for Performers:

SIGNATURES: (Required for Event Approval)
College Staff:

Date:


*Signature of Authorized College Staff Required

Security:

Date:


*Signature of Authorized Security Staff Required

Scheduling:

Date:


*Signature of Authorized Scheduling Staff Required

Guidelines for Use of

Schair-Swenson-Watson Alumni Center (SSWAC)

Event Guidelines

1. Members of the College Relations Division may book the Aldrich Room, the Carol Johnson Conference Room, and the Marchetti Room for department meetings.  All other requests should go through the Scheduling Office.  

2. All requests from entities outside the College must go through the Scheduling Office.

3. Primary use of the building is for College events. The Scheduling Office has current guidelines in place for non-Colby events for the entire campus.

4. The College reserves the right to refuse any organization.

5. Beverages, including alcohol, and food for events must be provided through the College's catering services.

6. The organization/department must designate a Colby host who will remain on the premises throughout the event, and is aware of his/her responsibilities. The host is to call security to lock the building, and wait for them to arrive before leaving.

7. The Coburn Smith Library can only be reserved in conjunction with a large event that is also reserving the Parker-Reed Room.

8. The Coburn Smith Library should not be used by performers to store their personal, professional or other items. A special room (a “green room”) will need to be provided for that purpose.

9. The sponsoring organization or department shall be responsible for all damage or extraordinary clean-up costs.

10. As with all Colby buildings, smoking is only permitted outside the building approximately 25 feet from the Alumni Center.

11. As with all Colby buildings, no animals are allowed in the Alumni Center, other than guide animals.

12. Students are welcomed and encouraged to use the Alumni Center, using the following criteria: 

· To be used for more formal events, such as: receptions, meetings, dinners, lectures (not for parties).

· Alcohol will not normally be present at student activities (listed above).

· A Colby faculty or staff member must be present for the duration of the event, and as the last person to leave will be responsible to call security to make sure the building is locked.

Catering
1. In-house catering should go directly through dining service's catering office preferably through a Web request.

2. Dining services is responsible for all actions of its staff.  

3. Dining services responsible for cleaning up all work areas prior to leaving the Alumni Center, including any spilled food in the loading dock area.  Dirty dishes, food, etc. must be removed from the event space immediately following the event. Trash must be placed inside the dumpster provided in the back of the building near the loading dock.

Security

1. The front door shall be unlocked for the duration of the event. Security is to manually check at the end of the event to ensure that the door is locked.

2. All doors to suite and other office entrances are to remain locked during an event. 

3. Exterior doors are not to be propped open under any circumstances.

Coburn Smith Library

1. The Coburn Smith Library is available to use for studying, reading, relaxing, or looking at the historical items from 8 a.m. to 5 p.m., Monday through Friday.

2. The Coburn Smith Library will also be made available for large events being booked in the Parker-Reed Room.

Miscellaneous

1. Notices may be posted in designated bulletin boards only (break room).

2. The building is open from 7 a.m. to 5:30 p.m. Monday through Friday

*I acknowledge that I have read and accept the guidelines for use of the Schair-Swenson-Watson Alumni Center. C:\Documents and Settings\krledger\Desktop\Scheduling Info\Event Request form COLLEGE RELATIONS5.doc

