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The Open Square


A global conference and education center
at Futures Without Violence

Facility Usage Application Form

· Please fill out the form in its entirety and submit as your initial request for meeting space.
· Reservations are not placed on the events calendar until the application has been approved.


Name of your Organization:
Requested Date for Event (include any back-up dates):
Title of Event:
Indicate event type.  Select all that apply
· Conference/ Meeting
· Stand-up Reception
· Sit-Down Meal
· Other (please specify) ________
Expected Attendance:
List primary Speakers:
List any affiliation to FUTURES:

Organization Details:
Contact Name:
Title of contact person:
Email:		
Phone number(s):				
Address of Organization:
IT/Tech Contact Name:
Phone #:
IT Contact will staff event:  	□ Yes		□ No



Event Information:
Please indicate which space(s) you are reserving:
· The Open Square
· Small Breakout Room (#18)
· Small Breakout Room (#21)
· HEDCO Foundation Meeting Room (Large #19)
· Diana and Arjun Divecha Meeting Room (Large #20)
· Exhibit Hall 1
· Exhibit Hall 2
· Exhibit Hall 3
Event time – Start and End time:
Set up and Take down time:
List any non-profit/ for-profit partners or sponsors affiliated with the event:
Will any studies or reports be released in conjunction with the event?
Please attach your list of speakers along with this form

Catering Information:
Catering Contact Information:
Dates Caterers will be in building:
Delivery times for all food drop-offs:
Will caterers be bringing in equipment/food the day before your event?
Please list any additional vendors you are planning to use for your event, including equipment rental companies, florists, transcribing services, handicap services, etc:

Media Requirements:
Media to Attend:
· Print
· Radio
· Television
· Other
** Arrangements must be made for fiber connection if C-Span or other broadcasters wish to broadcast LIVE from building.  Your organization will be responsible for any fiber connection fees that will be billed to you by outside vendors.  

Audio/Visual Requirements:
Technical Contact:
** Person(s) responsible for A/V before and during event, please include contact information.



Microphone Requirements:
· Wireless: Handheld (3 available)		Need: 
· Wireless: Lavalier (3 available)		Need:

Audio Needs:
· Outgoing Audio Call, multiple calls require the use of a conference call service
· Cassette, CD, or Others:


Video Needs:
· Computer: PowerPoint
· Internet
· Other:
** Wireless internet access for visitors is provided in our building, however, there is a limited number of visitor connections.  

Event Recording:
· Audio Tape Recording: you are responsible for operation and providing tapes

Room Set Up/Lay Out Requests:
· We can work with you to figure out the best set up/lay out but a brief description of what you had in mind is helpful for this process.
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