[image: image1.wmf]          ROOM RESERVATION REQUEST
E-mail completed form to: roomplanning@law.berkeley.edu or fax: 510-643-2232    
Please read agreement on reverse.
ALL ORGANIZATIONS:

Group: _________________________________________
Event: ____________________________________

Day Requested: Su M Tu W Th F Sa
Date Requested: ___________  Time from: ________  to________

                            Circle One

Room requested: ______________
 # Attending:  __________

Brief description of arrangements made:


___________________________________________________________________________________


___________________________________________________________________________________

* Media (media@law.berkeley.edu) and Building (facilities@law.berkeley.edu) services must be contacted directly by the requester AFTER the reservation has been confirmed.*
Will food be served?

Will alcohol be served?

Alcohol Permit filed?
CONTACT PERSON:

Name:__________________________________________________ Today’s Date: ______________________


Please print

Signature: ____________________________________________
Title: ____________________________



By signing you accept the conditions of use on the reverse.
Mailing address if not Boalt Community:

______________________________________________________________________________________

__________________________________________________________________________________________

Email: _______________________________________________  Phone: ______________________________

Office Use Only

Approved/Denied: _______________________________________________  Date: __________________

EMS Date: _____________  Date Notified: ______________
Res #:  ________
Initials:  __________
Non-Boalt:

Fee amount: ____________________  Date paid: ______________   Date deposited: _________________

Rev. 9/17/12
AGREEMENT FOR THE USE OF BOALT HALL FACILITIES

Berkeley Law, Berkeley School of Law (Boalt Hall) will permit individuals or groups deemed by the School to be consistent with the research and educational mission of the School to rent or use the Boalt Hall facilities. Facilities must be used in accordance with all Federal, State, and local laws, including ADA regulations, as well as in accordance with University policies and procedures. This agreement is limited to the use of the confirmed facility only. If you have reserved an outdoor space and the weather turns inclement, you do not automatically have access to other parts of the building without a reservation.  You are responsible for all other arrangements, such as extra chairs, media, furniture, etc., and the room must be cleared before you leave. Storage space is not available.

Room Use: All room users are expected to return the room(s) to pre-event condition at the conclusion of the event. Not cleaning up and/or leaving debris or abandoned material in the room(s) after your event is consdered a Room Incident. For non-Boalt users it may cause your room reservation privileges to be revoked and/or trigger additional fees.
Facilities and Media: Both Facilities (room set-up) and Media (AV set-up) require a minimum of three working days to fit you into their workload once you have a confirmed reservation. Weekday events are in addition to the classes they are already supporting, weekend events will be set-up the previous Friday. Staff are not commonly available on weekends.  Facilites email: facilities@law.berkeley.edu  Media email: media@law.berkeley.edu
Decorations and Signs: No signs, banners, posters or decorations may be nailed, tacked or affixed in any way to the interior or woodwork of the rooms or corridors. Way finding sign holders for your use are distributed through the building or contact Facilities Services via the email address listed above.
Tables cannot be set up for food service, registration, or any other purpose, in the ground floor corridor or first floor corridor. This also applies to the corridor outside classrooms 240 and 244. Table set up in the corridor outside rooms 100, 105 and 110 for events taking place in those rooms is allowed.
No Open Flame: of any kind is permitted for cooking or any other purpose at any event.

Alcohol: If you wish to serve alcohol at your event a completed and UCPD approved permit must be on display at all events where alcohol is being served and a UC Staff/Faculty sponsor must be present at the event. If your event is sponsored by a Berkeley Law department contact them to arrange a sponsor, otherwise contact Room Planning.
Cancellation: You must notify us within two business days of the event if you are canceling your reservation or the full fee will remain payable. The School of Law reserves the right to cancel your reservation due to misrepresentation of the event, the speakers or the advertising. We reserve the right to change your reservation if it is deemed necessary by the Administration of the Law School. We reserve the right to cancel your reservation for failure to remit payment prior to the event. We reserve the right to assess an additional fee in the event of damage or the need for cleaning beyond normal maintenance.

Fees are payable in advance. Make checks payable to UC Regents and mail to:


Boalt School of Law


316 Boalt Hall 

University of California



Berkeley, CA  94720-7200

Please sign in the space on the front of this form to signify that you understand and accept the conditions of use.

If the door to your reserved room is locked upon your arrival: During normal business hours, contact Boalt Hall Building Services, 642-8555. Nights and Weekends call the campus Physical Resources Dispatch at 642-1032. If the room is occupied, check the posted schedule in the glass case to the right of the Registrar’s Office, 270 Simon, to verify your reservation. Do not interrupt classes or events in progress unless they are using your reserved room at your scheduled time. We ask that you allow a five minute grace period before entering an occupied room.
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