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 County of Santa Barbara

Employees’ University
 Room Reservation and Use Agreement
267 Camino del Remedio, Santa Barbara, CA 93110

tel 805-692-1740 / fax 805-692-1741

Check one:  Coastal Room ______ Valley Room ______ Mountain Room ______
Please print legibly:
	Department Name: 

	Contact Name: 
	Contact Number:

	Email Address:

	Event Title:

	Purpose of Event:
	

	Number of Expected Participants:
	

	Target Audience:
	

	Date Needed:
	Alternate Date(s):

	Event Start Time: 
	Event End Time:

	Set-up Time: 
	Finish Time:


Terms and Conditions for use of the Training Rooms
Thank you for using the Employees’ University training rooms for your upcoming event.  Because there is expensive technical equipment in this facility and to ensure that you understand and agree to the terms and conditions of this agreement, please read the following information.
If you have questions about any of the rooms, please call the staff at the Employees’ University (EU) at 692-1740.  

___
Arrive early to set-up the room for your event. 
___
Make sure you clean the room at the end of the meeting/event.  Tables and chairs must be placed in the original configuration when you are done.  The Coastal Room and Valley Room tables and chairs are placed in a U shape facing the Camino del Remedio street wall.

___
Food and beverages should be placed buffet style in the lobby/kitchenette area. If any major spills occur, report them to the EU staff immediately.  If you have perishable food or a large amount of refuse, dispose of it in the outside dumpster across the street from the EU.
___
Buckets containing ice and drinks must be used in the kitchenette area only.

___
Sequins, glitter, or confetti are not allowed in or around the building.

___
Nails, staples, thumbtacks, or tape with permanent adhesive may not be used to hang anything on the walls.  Cork strips are provided in each room for this purpose.

___
Copies of handouts, easel pads, markers, refreshments, paper goods, must be supplied by your department/organization.

___
Extension cords used in the facility must be taped down to the carpet/floor for safety purposes.  The use of duct tape is not permitted.
___
Rentals and equipment belonging to caterers or other outside companies must be dropped off during the contracted event times.  These items may not be left overnight.

___
If you use the audio visual equipment, please do not change any of the original settings.  Ask the EU staff for instructions on how to use the system.

___
Do not adjust the thermostat.  Ask the EU staff for assistance.

___
If you use the facility before or after normal working hours, please do not venture into other rooms or the EU office area.  

___
Animals are not allowed in the EU unless there is a medical reason.

___
After your event, turn off all lights (except outside lights) and electrical items, and make sure the back door is locked.

___
You are responsible for any damage or any unusual wear and tear to the room.  Your department/program or organization will be billed for any damage.

___
It is your responsibility to notify all attendees and the EU staff that an event has been cancelled.

___
Obey posted signs regarding smoking.

___
EU, CEO, HR, and OES have first priority and can cancel your reservation at any time.

___
Training is required to use equipment in any of the training rooms.  Prior to your event, call the EU staff to schedule a time for training. 

I assume complete responsibility for the use of this room and I have read and understand the above agreement. I understand that failure to abide by the above terms and conditions may result in loss of future use of the Employees’ University rooms.

Signature:  ___________________________________ Date:  ______________

Computer Access and Equipment Information
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Tell us what your technical and other needs will be for your meeting.  Please note that the computers are refreshed at the end of the day.  If you are using the room for consecutive days and you want to save items during the length of your training/meeting, do not turn off the computers.  All rooms are equipped with LCD projector, VHS and DVD players, screen, white boards, TV (except MR), and easels.  The Coastal and Valley Rooms have one computer each and the Mountain Room has 14 computers.
	Which desktop applications will be accessed?  Outlook (  Excel ( Word ( Other ( 

	Will participants be required to login to a website?  
	Yes
	No

	Will participants need to download any data?        
	Yes
	No

	Will plug-ins be required to access website?     
	Yes
	No

	Will participants be using flash drives?            
	Yes
	No

	Other requirements:
	
	


	There is currently no charge for the use of the room.  However, in the case of any damage or unusual wear and tear to the rooms or equipment, your department/organization will be charged.  Please provide the following information.
Send billing/charges to (name and address):

If County department, provide the account information below:

	Fund:


	Dept:
	GL:
	LI:
	Program:
	Org:
	Activity:
	Area:


Please mail this form to:

EU Training Coordinator
Employees’ University Center

County of Santa Barbara

267 Camino del Remedio
Santa Barbara, CA 93110
You may also fax this form to 692-1741.  

We will send an email confirmation after receipt of this form.  
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