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.
FACULTY/STAFF LOUNGE RESERVATION FORM

Please note:  The lounge is generally open to all faculty from 1:00-6:00 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 book parties or small social events at other times.  To insure broad availability and enjoyment the lounge cannot be reserved between 1-6PM, Monday through Thursday nor can it be used as regular classroom space or on a semester or long-term basis. 
Also, please return lounge keys in a timely manner. There will be a $100.00 fine placed on keys returned 7 days after your event, plus $10.00 for each additional day after the seven day period.  
Name: ______________________________________   Title/Position: _________________________________

Department: __________________________________  Room #:  _________

Phone #:  Work ____________________________         Home ____________________________
e-mail: ___________________________________

Date(s) of Event:  ________________________________________________________

Time of Event:    From _________ To __________       Number of persons attending:  ________

Will attendees be:    Students?     Faculty?     Staff?       Other (describe) ________________

Will there be food and drink?  Yes ___________    No ___________

Please note:  If food or drinks will be served, you must put in a work order in advance (on the Hunter web site) for housekeeping to clean the space the morning after your event.  

Specify the work order # here: ____________________  (Reservation not held unless we have a work order number if you are serving food/drinks.  This ensures that the space will be clean for the next group to use this space.)

If lounge seating is rearranged for your event, please make sure that seating is returned to its original set-up.  FURNITURE CAN NOT BE REMOVED FROM THE FACULTY/STAFF LOUNGE.  Please note that users assume all responsibility for furniture breakage when using the space—we have lost too many items in recent years and must keep items in good repair.   

Name of person responsible for key and security of space: ___________________________________

Telephone:  ___________________        Room:  _________

Please call ext. 4123 to pick-up lounge key in advance. THE KEY MUST BE RETURNED THE MORNING AFTER YOUR EVENT.
Please read the following carefully before signing:  I have accurately completed the above form and agree to accept responsibility for any furniture breakage during my use of the FDA lounge, to arrange to have the FDA lounge cleaned the morning after our use, and to promptly return the key for the FDA lounge to the FDA office (or pay to replace it if lost).  

_____________________________________                                                ______________

Signature                                                                                                                Date

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

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


