WILLOWEIT CONFERENCE CENTER-3RD FLOOR
GENERAL INFORMATION
· The Willoweit Conference Center, located on the 3rd floor, is available exclusively for use by Center at 600 Vine tenants.  Scheduling is handled through our email 600vineconference@hertzgroup.com.  This email is in place so anyone in the management office will receive requests as they come in and it will date/time stamp those requests. 
· The center may be booked up to six (6) months in advance to the scheduled date, on a first come first served basis. For example, if you would like to schedule the conference center for November 12th, you can check the availability of the center starting on May 12th.  If the first date to request the room falls over a weekend, the 6 month rule still applies and center is granted as normal on a first come first served basis.  The conference center may not be used for more than five (5) consecutive business days and days need to be within the same calendar week.  No tenant can book the conference center for more than one full week per quarter.  Use of conference center on a regularly scheduled basis, (i.e., every Monday at 2:00 P.M.., etc.), is PROHIBITED.  Management reserves the right to adjust the schedule to accommodate all tenants in a fair fashion as much as reasonably possible. 
· Any tenant can book the conference center up to two (2) consecutive business days without a fee. The third (#3) consecutive day will incur a charge of $100, fourth (#4) consecutive day a $200 charge, and fifth (#5) consecutive day a $250 charge. The tenant conference center is open for use by tenants Monday through Friday from 7:00 a.m. to 6:00 p.m.  If meeting continues or is held after 6 p.m., the HVAC is automatically turned off at 6 p.m. with the rest of the building.  If HVAC services are needed, there is an HVAC key on the wand with the door key and can be used to turn the system on. The charge for this service is $35.00 per hour. The HVAC switch is located by the light switches next to the entry door.

· If you book the Conference Center, it is the responsibility of the tenant to cancel 48 hours in advance or a $150 per day fee will be charged per the confirmation agreement. Management will not be calling tenants to remind them they have booked the conference center, the signed confirmation letter confirms the center for the tenant requesting it first. We will have likely declined another tenant the use of the conference center, based on your current confirmation. That would make it necessary for the second tenant requesting conference center at the same day/time to make arrangements outside of the building (now incurring them a higher cost to rent a conference center).  If the center is confirmed and is a “no show” the tenant will receive a charge on their rent statement based on the signed confirmation letter. All cancellations will need to be sent to the above email address 48 hours in advance of 1st day of the confirmed conference center scheduled use.

· Use of this Conference Center for purposes other than the tenant’s business (i.e. social events, private party, individual secondary business, etc.) is prohibited. 

· The furniture in the conference center provides comfortable seating for 36 people.  Maximum capacity is 49 at any given time (this is fire code).   Random inspections by management will be conducted to make certain this statute is maintained.  Violation of the capacity code can limit your company’s use of conference center in the future.  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.  Any damage done to the center (furniture, carpet, paint, etc.) will be billed back to tenant.  Special requests (arrangement of furniture, additional tables, etc.) must be made 48 hours in advance.  Tables and chairs cannot be stacked or removed from the center.  Labor charges will be assessed to alter furniture formation or for necessary cleaning services.  Please be aware that no cleaning services are available on weekends or holidays.  If tables & chairs are to be kept in a special arrangement overnight the management office must be notified or the cleaners may place them back to classroom style.

· The entry key needs to be signed out at the security console in the lobby.  The key must be returned promptly when finished with the center, as another tenant may have it scheduled later the same day or early the next morning.  Under no circumstances can the key be kept overnight, even if the same party has the conference center scheduled for the next day. 
· Tenants are responsible for leaving the center as they found it – free of loose garbage, food containers, etc.  Prior arrangements can be made with the Building Office for cleaning services after the scheduled meeting is over.  The kitchen, dishes, and tables are expected to be cleaned and as they were found, unless prior arrangements have been made for cleaning services. 

· All toll charges for telephone usage will be billed to the tenant. 

The Conference Center Contains These Items:

· Speaker Phone:  (513) 241-6104



· White Board and Easel Stand with Paper

· Data Projector with audio capabilities


· Kitchenette with microwave, refrigerator and icemaker
Call Management Office @ 513-241-6006 
with any questions.

· Wireless microphone (must be signed out/Suite 1912)

· Hi-Speed/Wireless Internet Connection
· Projection Screen
· Podium
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