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£ Washington LIBERMAN GRADUATE CENTER

University in St.Louis Room 300
DANFORTH UNIVERSITY CENTER

Graduate Center Room Reservation
NOTE: Graduate student group or university office reserving space agrees to be responsible for event set-up and tear-down,
cleaning, and returning room to regular setting in addition to other responsibilities (see attached set-up and closing forms). For
large group events Aramark cleaning may be required, and extra charges will apply. Please read all attached documents and sign
here to indicate acceptance of outlined policies:

X

ROOM RESERVATION
1. Sponsoring Graduate Group(s)/University Office:

2. Date of Event:

3. Estimated Number of Attendees:

Graduate Students Faculty Other (please specify)

Is your event for group members/invitation only? Open to all graduate students university wide?

4. Space(s) Requested:

Commons Area Conference Room (20-25 seats)  Meeting Room (6-10 seats)
Will you need refrigerator? Yes No Microwave? Yes No
5. Requested Time: Set-Up Event Start: Event End: Tear-Down

EVENT DETAILS
6. Event Name:

Brief Description:

Type (Social, Educational, Meeting):

7. Are you planning on serving food? yes __ no If Caterer, Name:
NOTE: Your group contact must be present to receive caterer and delivery.

8. Are you planning on serving wine or beer? Yes No
If yes, please sign & return the attached Policy Governing Alcohol Service at Events Sponsored by Graduate Student
Organizations form.

ROOM SET-UP INFORMATION
9. As is Self-set up Aramark

For Self-set up and Aramark, please describe (include request for IT/extra chairs):

CONTACT(S) FOR EVENT
9. Responsible contacts agree to be available during the event, and are responsible for opening and closing The Graduate
Center. If group serves alcohol, they also agree to serve as the responsible contacts as per alcohol policy (attached).

Contact 1: Cell Phone:

Contact 2: Cell Phone:

10. Publicity Contact to be listed for more information about event:

Name: Email:

11. Preparer: Please return this form to The Graduate Center, DUC Room 300, or fax to 935-3929. You will be notified about
space availability within 7 business days.

Signature Date

Emergency: 5-5555
DUC Information Desk: 5-3700
Graduate Center Front Desk: 5-3923

02/2009
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&2 Washington LIBERMAN GRADUATE CENTER

University in St.Louis Room 300
DANFORTH UNIVERSITY CENTER

Pre-Event Set-Up Information for Events in Graduate Center
The group hosting the event is responsible for all event preparation & room set-up.

Commons Area:
May be used as is:
¢ Informal lounge seating-couches, chairs, ottomans (14-20 seats)
* 4 square tables with chairs (16 seats)
¢ 46" flat screen television (for television viewing only)
¢ Data projector & screen (Bring own laptops or use in-house DVD player for movies; VGA cable
available)
¢ Note: Commons may also be set up for lecture or auditorium style presentation-total of 60 chairs
available

Conference Room:

Large conference table (comprised of 6 modular rectangular tables,20-22 seats)
46" flat screen television (for television viewing)

Data projector & screen (for use w/own laptop or computer workstation)
Computer workstation equipped with Microsoft Office and US region DVD player
Large whiteboard with dry erase markers

Meeting Room:
¢ Medium conference table (comprised of 2 modular rectangle tables,6-8 seats)
¢ Large whiteboard with dry erase markers

Kitchen Amenities:
¢ Refrigerator: Clearly labeled food may be stored in the refrigerator any time during business
hours the day of your event.
s Microwave
¢ (Glassware: Water and wine glasses are available for use in cupboard above sink. Coffee cups are
available.
s Water pitchers, serving forks & spoons.

Equipment Available for Check-out:
Wireless PA system with 2 microphones
VGA cable

Television remote control

Wireless keyboard & mouse

**To arrange for use of additional chairs or wine glasses for event, reserve on this form, and return to office
staff during business hours: Mon-Thurs, 10-6, or Friday, 10-4.

ADD’L CHAIRS REQUESTED: SIGNATURE:
ADD’'L WINE GLASSES REQUESTED: SIGNATURE:
02/2009 Emergency: 5-5555

DUC Information Desk: 5-3700
Graduate Center Front Desk: 5-3923
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Laptop

DVD

Press “on,” system takes approximately 90 seconds to warm up. (On and off button lights will stop
flashing when system is ready for input)

Lower manual screen if not already down

If you are using a laptop connect stereo cable from your computer speaker output (some may only have
headphone output) to lower wall plate labeled “audio”

Connect VGA 15 pin cable from your computer to the lower wall plate labeled Computer

Press the button labeled Computer on wall plate by power button

Set your computer to output video to an external monitor (usually can be toggled via hot keys)
Volume control is through the two arrow buttons on the wall plate

When finished please press “off” on the wall plate

Please return screen to the up position

Press “on,” system takes approximately 90 seconds to warm up. (On and off button lights will stop
flashing when system is ready for in-out)

If screen in not down please lower manual screen

Connect the red, white and yellow cable from DVD player to the lower wall plate

Press the button labeled “video”

Volume control is through the two arrow buttons on the wall plate

When finished please push “off” on the wall plate

Please return screen to the up position

02/2009

Emergency: 5-5555
DUC Information Desk: 5-3700
Graduate Center Front Desk: 5-3923
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