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LYNCH AUDITORIUM AND/OR GALLERY RESERVATIONS

PURPOSE:

To provide steps to be followed by a staff member requesting the use of Lynch Auditorium, Lobby and Gallery.

PROCEDURE:

I.
The staff member completes an Auditorium Space Reservation Form and Staging Requirements (CO402), provided by the auditorium supervisor.  This form must show the areas to be used, equipment needed and personnel required.  It is important that this section be properly completed for all items needed as the fine arts department will not be responsible for any last minute requests.

II.
All paperwork must be completed two weeks prior to any scheduled activity.  The fine arts program will not be responsible for any preparation on unscheduled events that have not been properly processed and requested.

III.
All audio-visual equipment requests must be directly handled by the requesting department through the audio-visual section of the library.
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