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The Centre for Social Innovation Meeting Room Rental Request
Contact Details
	Name of Organization:
	

	Address of Organization:
	

	Name of Room Renter:
	

	Contact Information:
	Phone #  
	Email:   

	Is your Organization’s Operating Budget:


	( Below $250,000/year                  ( Above $250,000/year

	Have you ever booked with us before? 


	No


Room Request Details
	Date of Meeting:
	If you have some flexibility in your date, please provide some direction (e.g., time of day, day of week, length of meeting) to help us find a suitable alternative in case your first choice is unavailable.  


	Time of Meeting:

	Make sure to include time for room set-up and break-down

Begin:                                                            End:

	Meeting Name and Short Description:
	

	Approx. Number of People:
	

	Do you have a Preferred Meeting Room?
	See http://www.socialinnovation.ca/book-space for the room listing


	Would you like this event promoted on our website i.e., is this a public event? If so, send the details in the following format (Title, Date, Time, Place/venue, Fee, Short description of the vent and link for registration and further information). 

	


Equipment and Coffee Details 
	Please list any requested Equipment Here:


	No

	Coffee Self-Service:


	# of people: ___________


Coffee is $2/person per half-day or less and $4/person per full-day

The following equipment is available to support your event:
LCD projector ($25/half-day; $50/day)



TV & DVD player ($25/half-day; $50/day) 


PA system and speaker ($25/half-day; $50/day) 


Flipchart and markers (free)



Speaker phone (free), Screen (free) 
Please write any notes or special instructions/requests in the space below:  

	REMEMBER!

· You are responsible for room set-up and clean-up

· There is a three day cancellation policy (you will be charged full price if you do not cancel at least three working days in advance of your meeting/event)

· No permanent markers are permitted @ CSI (whiteboard markers only)
· If your event is on a weekend, begins before 8:30am or finishes later than 5:30pm, you must pick up keys in advance and be responsible for arming and disarming the security system. (contact events@socialinnovation.ca with any questions) 
· You may not have any drinks inside the space unless there are desks (i.e., drinks cannot go directly on the floor)

· We have dishware and cutlery for your use




Confirmation – To be Completed by the Centre for Social Innovation
	Name of Organization:
	

	Address of Organization:
	

	Contact Information:
	Phone #
	Email:

	Date of Meeting:
	

	Time of Meeting:
	Begin:                                                               End:

	Room Name:
	

	Room Fee: 
	

	Equipment Fee:
	

	Coffee Fee:
	

	$50 clean up fee?
	

	TOTAL FEE: 
	$


Please note that your event is not confirmed until you receive a copy of this form 

with the above section completed by a CSI staff member.
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