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EMERYSTATION 

CONFERENCE ROOM RESERVATION AUTHORIZATION FORM 
 

SCHEDULING & FEES: 
 
Hourly Rate: $75.00 per hour / 2 hour minimum 
Daily Rate: $500.00  
After-Hours HVAC: Upon Request 
 Additional $35.00 per hour for heating & cooling. 
 Security will unlock/lock space for after-hours use. 
Cancellation Fee: $150.00.  All cancellations must be made 48 HOURS IN ADVANCE  

-- NO EXCEPTIONS. 
  
The fees cover the set-up and break down of the table and chair configuration, cleaning the room after use 
and utilities.  NOTE:  Any excessive cleaning, e.g., carpet cleaning, will be charged at an additional cost. 
  
AVAILABILITY: 
  
The Conference Center is available on a first-come-first serve basis.  Please make reservations as far in 
advance as possible.  Reservations are to be made through the Building Management Office either in person 
or by phoning 510.594.5640. 
  
CAPACITY: 
  
The Conference Center is equipped with 80 chairs and 19 tables.  Classroom seating is limited to 38 
individuals.  The Conference Center may be configured for most reasonable requests.   
Per the Emeryville Fire Marshall, Room Capacity is 80.  For your safety, please do not exceed this limit. 
  
By signing below, I acknowledge the above conditions and will assume responsibility for the associated 
costs.   
  
PERSONAL BELONGINGS: 
  
EmeryStation and Wareham Properties will not be responsible for any personal belongings left in the 
Conference Room. 
  
Signature: 

 
Name Company Date Requested Times Requested 

    

Number Attending Set-Up Instructions Contact Name/Tel. # 
   

 


