
WILLOWEIT CONFERENCE CENTER REQUEST FORM

	Requested by:
	


Date:



Phone: 

	Company:
	


Email:



Cell Phone: 

	Reservation Request
	Date:


Start Time: 


Stop Time: 

	Signature Required:
	TYPE YOUR NAME BELOW AS ACCEPTANCE OF THIS AGREEMENT AND 

THE GENERAL INFORMATION SHEET FOR FEES AND REQUIREMENTS

 

	*We will respond to you with an acceptance if the center is available, or with an email declining availability.*
CENTER AVAILABILITY

________     Yes, the conference center is available for the date/time requested. 

PLEASE VERIFY THAT THE DATE(S) AND TIME(S) FOR WHICH YOU ARE SCHEDULED ARE CORRECT.  PLEASE CALL THE OFFICE IMMEDIATELY AT 241-6006 SHOULD THERE BE

ANY DISCREPANCIES.
If you have scheduled the center and it is no longer needed, email 600VINECONFERENCE@HERTZGROUP.COM
to cancel at least 48 hours prior to a confirmed conference center rental to avoid a service fee of $150.00 per day.  We will not be calling tenants to remind them they have booked the center, this signed agreement holds the center for the tenant.
SEE GENERAL INFORMATION SHEET FOR ALL FEES AND REQUIREMENTS.
· Pick up key from guard at security console and return there when finished (do not keep key overnight).

· This conference center is exclusively for the use of Center at 600 Vine tenants for business purposes only!
· Conference center amenities include:


(  Speaker Phone


(  White Board



(  High Speed/Wireless Internet Access
(  Easel/Paper

(  Kitchenette

(  Overhead Projector/Screen

(  Podium

(microwave/ice maker)

(  DLP Projector
w/Wireless Microphone (to be signed out in management office, suite 1912)
· The Conference Center capacity is 49 people (fire code). This is the maximum number of people allowed!  Random inspections by management will be conducted to make certain this statute is maintained.
· Toll call charges will be billed back to tenant.
· Labor charges will be assessed to alter furniture formation or if extra cleaning is necessary. Tables can be moved into different configurations to better accommodate groups.  However, tables must be moved back to the original formation (classroom style) once the meeting is over; otherwise, the tenant will be charged accordingly. Neither tables or chairs can be stacked or removed from conference center.
· There is a charge of $35.00 per hour for after hours HVAC (6 pm – 7 am).  The HVAC key is on the chain with the door key.  The HVAC switch is located by the light switches next to the entry door.
· Wireless Access:   Network Name:  Center at 600 Vine St
Network Key:  Hertz600
Please see the General Information Sheet for complete details & rules about use of the Conference Center.  Request a copy from the management office. 

We hope that your experience in our tenant conference center will be a pleasant one.  Please inform us should there be 





600 Vine Street, Suite 1912


Cincinnati, OH  45202


Phone:  (513) 241-6006


� HYPERLINK "mailto:600vineconference@hertzgroup.com" �600vineconference@hertzgroup.com�
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