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Usage Agreement
Walter Conference Center (Room 101)

University units may use the Walter Conference Center (Room 101) free of charge; however, we 
require advance reservations, including a CUFS number, signed usage agreement, and contact name.
Any damage to the room or equipment will be charged to the budget number.

Users must return the room to its standard configuration (see map). They must also:
          •  Turn off and secure all equipment
          •  Return all tables and chairs to the standard room configuration
          •  Wipe down tables, if necessary
          •  Dispose of all refuse properly
          •  Lock and secure the room and turn off all lights

Due to the high demand for this room, in the event that your needs change, we request at least 
48-hours notice. If you fail to cancel your reservation in advance, you will be charged a $50 fee. 
IT Administration charges a $75 cleaning fee if the room is left in an unsatisfactory condition.

Notify IT Administration immediately of any damage to equipment or property.

To use any of the audio/visual equipment, you must check out the Audio/Video Remote 
Control Unit.

Please check the box(es) next to the equipment you will need:

Item (Replacement value)

Key ($20)

A/V Remote Control Unit ($1500)

VGA monitor cable, 10 ft., beige ($17) S-Video cable, 25 ft., black ($15)

Ethernet cable, 20-ft., gray ($12)

Audio mini-jack to RCA cable, 7 ft., black ($30)

ELMO Visual Presenter ($3000)

I agree to the above terms and conditions:

Signature

Date and Time of Reservation

Name (please print) Phone

Department CUFS Number

Wireless microphone


