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Create A Reservation

SITE HOME MY HOME

CREATE A RESERVATION

To BROWSE for scheduled events, click EVENTS or LOCATIONS in the left navigation
MY EVENTS

BROWSE space, click [2 m CREATE A RESERVATION in the left navigation. Select the appropriate Reservation Template and click BOOK NOW. For information on each template click ABOUT

. EVENTS To review the status of your request, make changes to a request, or add catering or other services, click on @ MY EVENTS in the left navigation

@ LOCATIONS ) ) ) ) »
Space requests will be reviewed Monday through Friday. Space managers will try to respond to requests within 48 hours

LINKS Space requests are currently being accepted through May 19, 2018. Dates after May 19, 2018 will be grayed out.
Event Scheduling Tips Spaces must be requested 24 hours in advance (not including weekend hours). For last minute space requests please contact the Scheduling Office.

How to Request Catering Click on () for more information or help on that page or section.

Event Setup Form
Questions?
Event Calendar
Contact: schedule@skidmore edu

Tel: 518-580-5599
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Tables & Poster Spaces
Submitting a Catering Service R...

S @ s Library Group Study Room

Link to Facilities (Event Setup R...
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1 Rooms

Date & Time

Date Your §elected Rooms will appear here.

Thu 03/01/2018 [ETTEE Room|Search Results

Start Time End Time '. matching your search criteria will appear here.

10 i Q 11

Create booking in this time zone

Eastern Time

@ Let Me Search For A Room

@ | Know What Room | Want

om Name

« Surrey Williamson [nn All
(R ] - Surr:

Attendance & Setup Type

N\

A\ }

/4

To continue, please enter the number of attendees and desired setup type for this Room.

MNo. of Attendees

N £
200 % |

3




x Space Request @ ™y cart (1)

1 Rooms 2 Services 3 Reservation Details

New Booking for Thu Mar 1,

Date & Time Selected Rooms & Attenda

(-] surrey Williamson Inn All

Recurrence

Start Time End Time Rooms matching you ch criteria will appear here.

10:00 AM Q@ 11:00 AM (2

Create booking in this time zone

Eastern Time

Locations Add/Remove

(all)

@ Let Me Search For A Rocom

& 1 Know What Room | Want

Room Mame




x Space Request @

1 Rooms 2 Services

Start Time [ET] End Time [ET] Service Type Estimated Count

10:0 @ 11:0 Q Catering Dropoff (at Event)

Will alcohol (beer/wine) be served? *If alcohol is requested
outside of the banquet rooms, we require a PROPOSED MENU
30 day prior to acquire an alcohol permit

No

Are you planning on having a pregram associated with your
event?

No
Do any guests have dietary restrictions that require special
preparation? *

Mo

Additional Information for Dining Services

# | have\gead and agree to the terms and conditions

Menu To Follow
Continental Breakfast

Hot Breakfast




Dining Services

Scroll past the menu options and

Event Set Up
Setup Type
‘Default Setup Board Room
Reception - Partial Seating Reception - Standing Room Only

Chairs

Banguet Chair Folding Chair
Tables Banquet Table - 8 ft
Banquet Table - 6 ft
Card Table Round Table - 60"
Round Table
Misc Equipment
Special Instructions
Display Wall
Garbage Bins Podium
ing Bins

Event Set Up

Billing Information

SCIP Account Number




Misc Equipment
Display Wall
Garbage Bins
Recycling Bins

Event Set Up
Setup MNotes

Billing Information

SCIP Account Number

Q

SCIP Account Number Description

766 Special Programs

Easel

Podium

Enter your SCIP
“Billing Informat

You can type i

you do not kno
start typing iny
and it will appe




x Space Request @

AT Create Reservation

1 Rooms 2 Services 3 Reservation Details

Services For Your Reservation

Dining Services Services Summary

Start Time [ET] End Time [ET] Service Type Estimated Count @ Dining Services, 10:00 AM - 11:00 AM, Catering Dropoff (at Event), Estimated Count: 20 #
10:00 AM (0] 11:00 AM @ Catering Dropoff (at Event) v 20
e 2 Fresh Brewed Regular Coffes - Small # $7.00
Will alcohol (beer/wine) be served? *If alcohol is requested [-] 5 Water (Pitchars) & $0.00
outside of the banquet rooms, we require a PROPOSED MENU
(-] 2 Donuts (by the dozen) # $8.95

30 day prior to acquire an alcchol permit

No r
© EventSetUp

Are you planning on having a program associated with your

NN\

event? -] 1 Board Room &
No v (-] 20 Banquet Chair
-] 1 Card Table &
Do any guests have dietary restrictions that require special
preparation? * - 1 Garbage Bins ¢
No v small
-] 1 Easel &

Additional Information for Dining Services white board easle

| have read and agree to the terms and conditions

Menu To Follow

Continental Breakfast

Hot Breakfast



x Space Request @

Reservation Details

Event Details

Event Name *

Special Programs Board Meeting Test

Group Details

Group *

Special Programs

1st Contact

Wendy LeBlanc

1st Contact Phone *

513-5380-35%4

1st Contact Email Address *

wleblanc@skidmere.edu

Additional Information

Set-up time (in minutes)

30

Tear Down Time (in minutes)

1 Rooms 2 Services 3 Reservation Details

Event Type *

Meeting

1st Contact Fax

518-580-3543

Scroll down and fill out all of the
Additional Information pertaining
to your event.

™ My clft (1) Create Reservation




Your event has now been successfully submitted. Click “OK”

AN
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BROW

M EvenTs

Q@ LocaTiONs

LINKS

Skidmore Event Scheduling Tips

Submitting a Catering Service R...

Service Only Request

Link to Facilities (Event Setup R...

RESERVATIONS BOOKINGS

CURRENT PAST

TEST Special Programs Lunch TEST

Special Programs Board Meeting Test

First/Last Booking ~

Tue Jan 30, 2018/
Tue]an 30, 2018
(single booking)

Thu Feb 1, 2018/
Thu Feb 1, 2018
(single booking)

Thu Mar 1, 2018/
Thu Mar 1, 2018
(single booking)

Search Reservations

Location

Bolton Hall - 280

Catering Service Request - Special
Programs Conference Room

Surrey Williamson Inn - Surrey
Williamson Inn All

Group

Spedial Progra...

Special Progra...

Special Progra...

Services

v

[»]

296384

2963838

206389

O Include cancelled reservations

Status

Requested

Requested

Requested
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Please Contact
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