CENTER FOR BUSINESS EXCELLENCE

MEETING ROOM RESERVATION AND AGREEMENT


I have read and agree to the terms listed below

1. Food and/or beverages will be provided by the group and must be confined to the meeting rooms.
2. Furniture may be moved to accommodate the group; however, all furniture must be put back in the original configuration when the meeting/event is over, leaving the room in a neat and orderly condition.

3. Cellular phones are restricted to the meeting rooms or outside of the building.
4. Please be considerate of CBE staff and keep the noise level to a minimum.
5. IT assistance is available for your technical needs.  

6. When scheduling a meeting, please advise of all room requirements (screen, flip chart, etc.)
7. In the event a scheduled meeting is cancelled, the CBE should be notified no later than the day prior to the scheduled meeting.
8. It is important that your event end promptly at the scheduled time; another group may be meeting immediately after.
Signature _____________________________________   Date  _________________________


Name of Company ___________________________________________________________





Address  ___________________________________________________________________





Contact Person  _________________________  Telephone Number ___________________





Email Address  _________________________________





Date Requested _____________________________ Time  ____________  to  ____________ 





Number in Group _______  Purpose of Meeting  ____________________________________





Equipment Requested _________________________________________________________


Note:  Room is available for use between 9AM and 5PM, subject to availability


           





Space Available  ____ Yes   ____ No    Comments: ______________________________________________





Scheduled in       	 ______  Boardroom	        ______  Conference Room               ______ Guest Office








