FACULTY/STAFF LOUNGE RESERVATION FORM

The lounge is generally open to all faculty and staff from 2:00-6:00 PM, Monday through Thursday, from September to December in the Fall semester and from February to May in the Spring semester.  It is also available to faculty and staff for small events at other times. Please note that a faculty or staff member MUST be present for the entire time of a booked event. To insure broad availability and enjoyment, the lounge cannot be reserved between 2:00-6:00PM, Monday through Thursday nor can it be used as regular classroom space or on a semester or long-term basis. 
Before filling out this reservation form please check the FDA website (link) to see if your date is available. (Booked dates are blacked out on the calendar.) If your date is free, please contact facilities (link) to put in a work order to have the space cleaned after your event. The space will not be held without the work order number that facilities will give you. 
Person placing the order: _______________________________   Title/Position/Department: ______________________
Phone #:  Office ______________________________
Home or cell: ____________________________
e-mail: ______________________________________

Event _______________________________ Date_________________ Time: From________ to _________
Sponsoring Individual/ Department/Organization ___________________________________________________

Contact Information (phone, e-mail)______________________________________________________________

Co-sponsors (If applicable)_____________________________________________________________________
Faculty/Staff member who will be present for the entire event_________________________________________

Title/Position/Department: _____________________

Phone #:  Office _____________________________

Home or cell  ____________________________

e-mail: _____________________________________
Number of persons attending:  ________ Please note that the maximum capacity of the room is 45 people and that the names of guests without a CUNY ID must be left in advance at the information desk at the entrance to the West Building. Guests will need to present a photo identification there to receive a guest pass.
Will there be food and drink?  Yes ___________    No ___________
Facilities Work Order Number _______________________
If lounge seating is rearranged for your event, please make sure that seating is returned to its original set-up. Furniture may not be removed.  Please note that users assume all responsibility for furniture breakage when using the space. 

Please call ext. x14123 to pick-up lounge key in advance. The key must be returned the morning after your event.
(If the Lounge keys are not returned within a week, a replacement fee of 100.00 will be charged to the person responsible for the room.)
_____________________________________                                                ______________

Signature                                                                                                                Date

*****************************************************************************************************************

    For Office Use Only:     Key #: ________                Key Pick-up Date:_______________           Key Return Date:________________


