State of California	DEPARTMENT OF WATER RESOURCES	California Natural Resources Agency

	RESERVATION AGREEMENT
	Resources Building Auditorium

Although your reservation for the Resources Building auditorium has been scheduled, the reservation agreement form must be faxed or sent to the address shown below at least ONE WEEK prior to your meeting date or your request may be subject to cancellation without further notice.

Department of Water Resources (IMS A-36)
Building Information Office
1416 Ninth Street
Sacramento, California  95814
(916) 653-5028 Fax

CONDITIONS FOR USE

It is expected that the auditorium will be maintained in accordance with the following conditions:

•	ABSOLUTELY NO FOOD OR BEVERAGES ARE ALLOWED IN THE AUDITORIUM.
•	There is no charge for its use; however, should damages occur, the user agency will be held responsible.  
•	No responsibility is accepted for items or materials left in the auditorium.  
•	Photocopy and FAX services are NOT provided. 
•	Public telephones are located in the building lobby.
•	There may be occasion when the scheduled user would need to be relocated.  If this occurs, every effort will be made to assist the user in finding another location.

Additional information pertaining to the auditorium is printed on the back of this form.

AFTER-HOURS USE

For meetings which extend after the 6:00 p.m. building closing time, you must make prior arrangements with the security guard service assigned to the Resources Building.  (See the backside of this form for additional information.)


I understand and agree to the stated conditions for using the Resources Building auditorium.

(Please print or type)
	Department/Agency
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	Name of Representative

	     

	Title

	     

	Signature


	Office Telephone Number
	FAX Number

	     
	     

	Mailing Address

	



	AFTER-HOURS USE APPROVAL

	Building Manager
	Security Guard Service
	Building Information Office

	     
	     
	     

	Date
	Date
	Date

	     
	     
	     




Resources Building Auditorium

	Seating:
	166 permanent seats

	
	13 dias seats (each with i9nstalled microphone)

	
	

	Podium:
	Provided with microphone, light, clock and cassette recorder

	
	

	Lighting:
	Multiple adjustment lighting (see diagram)

	
	

	Temperature:
	Maintained between 70-78 degrees, adjustments to room temperature not accommodated.

	
	

	Tables:
	Additional tables may NOT be brought into the auditorium. Tables, supplied by user agency/department, may be placed immediately outside the auditorium entrance for registration/display purposes.

	
	

	Audio-Visual:
	DWR, Graphic Services Section has available for RENTAL: audio-visual equipment, audio-visual services, portable/cordless/lapel microphones, and videotaping services. Arrangements for payment may be made in advance via a department check, interagency agreement, or DWR work authority number. Reservations and requests for equipment or services can be made by calling (916) 653-4893.




Security:
For meetings which extend after the 6:00 p.m. building closing time, you must make prior arrangements with the security guard service assigned to the Resources Building by contacting:

Resources Building Security Services
(916) 654-3513

When possible, 24-hour notice of security guard services is advised. In addition, the Information Office (916) 653-3006 and the Building Manager's Office (916) 657-4460 must be notified prior to auditorium after-hours use. If after-hours use is unplanned, the department/agency representative is still required to contact the Resources Building Security Services at (916) 654-3513. Under these circumstances, the Building Manager's Office must be notified by no later than 4:30 p.m.
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