Friend Convocation room process:
(Capacity of 126:  21 Tables & 126 Chairs)

Reserving the room:

· Reserve the room through Christine, C231, 8-4560 (chrislia@princeton.edu)

· Pick up the key from Christine on the day of the event. (Friday before 5:00 for weekend events)

· Return the key immediately after the event. (Monday morning for weekend events)

Keep in mind:
· If the event is catered the caterer may only deliver on the day of the event.  Please be sure to see if the room is open, not reserved by another party, when making arrangements.  Currently, the kitchen is kept locked.  If your caterer requires access to the kitchen please be sure to pick up the key and be there when they arrive.

· If you need training on the audiovisual equipment please contact Karen Flamard at 8-7503 (karen@princeton.edu).

· Your event must be contained in the room.  For safety reasons you may not set up tables in the hallway.
Contact Building Service for setup & cleanup:
· For both setup & cleanup, please call Annette Didonato at 8-4974 (anetted@princeton.edu).  At least one week advance notice is required.  For ordering cloths, extra trash cans, easels etc., call Building Service at 8-3490.
· No one is allowed to move the tables & chairs under any circumstances in the Convocation Room except  Building Services.  Must use the existing tables & chairs in this room, if additional tables & chairs need to be ordered, please contact Building Services at 8-3490.  An extra table(s) must be ordered if hot food is being served during the event.

· If damage occurs during usage of the Convocation Room (e.g. moving tables around & scratching the floor), you will be responsible for any repair charges incurred.
