Bloomsburg University of Pennsylvania
Fenstemaker Alumni House 
English Great Room Reservation Policy 


· The Great Room reservation form can be found by clicking on the alumni resources tab on the alumni website www.bloomualumni.com.  Prior to completing the form, you should call 389-4749 to check on availability.  This call does not confirm your reservation.  To secure the space, complete the reservation form and send it to the Fenstemaker Alumni House via campus mail, or email to alum@bloomu.edu  or fax to 570-389-4060. All reservations are tentative until  written confirmation is received from Alumni Affairs.   Reservations will not be confirmed more than 3 months in advance and Alumni Affairs and University Advancement reserve the right to cancel reservations within 6 weeks of the scheduled event.

· Alcohol Policy: No alcohol is permitted unless approved by the President’s Office for a University-sponsored event. Complete a “Request for Serving Alcohol” form, which can be obtained from the “S” Drive. Sponsoring departments are responsible for the purchase and delivery of the alcohol. Arrangements for delivery and return of alcohol must be made with Aramark catering services. Alcohol cannot be stored at the Fenstemaker Alumni House.

· Catering service is the responsibility of the sponsoring department/organization. Aramark catering services can be reached at 389-4485. Aramark cannot provide a served meal in the English Great Room for parties in excess of twelve people. Private caterers may be used; however any event serving alcohol in the Fenstemaker Alumni House must use Aramark catering services. 

· Sponsoring departments must complete a Maintenance Work Order to have the Great Room set up. A work order must also be completed to have the house unlocked/locked for all weekend and after hour events. Sponsoring departments must designate a person to arrive and stay at the Alumni House before and after the event while the house is open. The Alumni Affairs office is not responsible for setting up the English Great Room. It is recommended that you arrive at least one hour prior to the start of your event to be sure the set up meets your specification.

· If using the IMP Station, Technical Support must be arranged by the sponsoring department/organization through the Technology Support Services Help Desk. (x4357)

· Events will not be scheduled during normal weekday business hours of 8:00am - 4:30pm unless approved by the Director of Alumni Affairs or Vice President for University Advancement.

· Private functions are not permitted.

· Visitor Parking Permits must be obtained by the sponsoring department/organization through University Police if the event occurs prior to 5:00pm during the week. Due to fire safety concerns and maintenance of the Fenstemaker Alumni House lawn, parking is not permitted along the Fenstemaker Alumni House driveway, parking circle or on the alumni house lawn at any time. Vehicles will be ticketed in these areas.
 
· Cleanup: Sponsoring departments are responsible for picking up trash after the event and general cleanup. 

· Sponsoring departments/organizations must assume responsibility and liability for any damage or theft incurred as a result of their event.


Bloomsburg University of Pennsylvania
Fenstemaker Alumni House
Curtis English Great Room Reservation Form

Department:	_____________________					# Attending: 	___________________	
Contact:	_____________________					Event Date:	___________________
Phone:		_____________________					Event Start:	___________________
Email:		_____________________					Event End:	___________________					
Event Description: __________________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________
Setup:		 	             		      					
		Theatre-style with center aisle			# Chairs			__________ (60 max)
		Round tables, 6 chairs per table			# Tables		__________ (8 max – seats 48)
		Classroom-style, 2 chairs per table		# Tables		__________ (10 max – seats 20)
		Cocktail-style (high top)				# Tables		__________ (8 max – 50 guests)
		“U” shape 					# Tables		__________ (8 max – seats 24)
(Sponsoring departments/organizations must provide their own table skirting)
Additional Setup Needs: _____________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________
									
AV:			IMP station 				Wired/Wireless Internet Access
			Conference Phone			42” LCD TV				
Technical support for events must be arranged through the Technology Support Services Help Desk (x4357)

Alcohol Request submitted to President’s Office: _______________	Approved?	Yes/No
(Available on S-Drive)					Date

(Attach completed alcohol request form with President’s approval)

Caterer			Aramark Campus Dining* (*required for all events with alcohol approval)
			Other: _________________________________________________________

Maintenance Work Order # (for set up) __________________________________________________________
Maintenance Work Order # (for after hour access) ________________________________________________________

Alumni Office Staff Use Only
Received._______	 Initials_______		Available Yes/No	Approved Yes/No	Confirmation ________
