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Alumni House Booking Form:
Name of Group, Organization, Department or individual:      
Date of Function:      
Time of Function – including pre and post expectations:      
Type of Function:      
Area(s) requested_ (please see configuration note below):      
Number of Expected Guests:      
Type of Guest (i.e. staff, faculty, student):      
Food Service?   FORMCHECKBOX 
yes  FORMCHECKBOX 
no   Food Provider*:      
Food Provider contact name, phone number and/or e-mail address:      
Beverage Service?   FORMCHECKBOX 
 yes  _ FORMCHECKBOX 
no  if yes, contact the Conference Centre.
Person responsible for arrangements- name, phone number and email address:      
Onsite person responsible for key, cleanup and locking the facility after the event if different from above:      
_____________________________________________________________________________________
· Please note:  Aramark is the University’s Caterer* and we recommend that you use their services – for internal bookings, you can contact Aramark directly at (705)748-1512 or aramark@trentu.ca.  
· A registered, licensed food provider MUST be used.  – please read Information for External Caterers below.

· For external use bookings, or for bookings requiring bar service, please contact the Conference Centre for all your catering and bar service needs – (705)748-1260. 1-888-290-6491 or conferences@trentu.ca  

· Alumni House Configuration:  Living Room with seating for 9 – 10, 20 additional folding wooden chairs stored in entranceway, Dining Room with 12 chairs and a table,.  Other arrangements may be possible – please contact the Alumni Office with special requests.  Please note – we have no AV equipment.
· Capacity for indoor space – 60 people.  
· Please do not use any form of confetti inside or outside of Alumni House.
· *  if you choose an external caterer, please make sure that they are aware of the policies and rules of Alumni House on the next page

Alumni House - Information for External Caterers 

· The caterer must post the company name and contact information near the food.

· Caterers must pay for parking or arrange to get a parking pass from the host department

· No dishes, cutlery, serving platters, glassware or linens are provided

· Caterers must remove the garbage and recycling

· Very limited cooking, reheating, refrigeration and freezer space is available

· The organizers will be provided with a key if requested and they are responsible for making arrangements to let caterers in and lock up after.

Please read and sign the bottom to indicate that you accept the usage conditions:

· You cannot provide your own food for any event at Alumni House.  

· Alcohol can only be provided and served by Bar Services through the Trent Conference Centre.  

· There are no dishes, glasses or cutlery provided.  

1. You must clean up after using Alumni House 

2. return the room to the original configuration if you move any furniture although we would really prefer that you do not move the furniture but use folding chairs instead  

3. take all papers, display materials and handouts  

4. leave absolutely no food or drink  

5. remove any garbage and/or recyclable material – In short, we ask that you leave the place as you found it!  

· Housekeeping services are provided to keep the floors and bathrooms clean only.  

· If additional housekeeping service needs to be called following your event, your department will be charged based on the hourly rate determined by Physical Resources to provide an individualized service.

Please note – when you use Aramark, they are aware that it is their responsibility to clean-up.  You need to explain the requirement to external caterers as this may not be part of their regular service.

· There is no AV equipment provided.  Alumni House has Air Trent access.

I have read, understand and accept the above conditions ________________________________________

