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Johnson Center Bistro Event Facilitation Guidelines

July 29, 2009
The following guidelines have been established in an effort to assist with programs or events that are planned in the Johnson Center Bistro.  

All reservation requests to use the JC Bistro must be made with the Office of Events Management
(703 993-2853).
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Events may be scheduled Friday and Saturday until 1am in the Bistro without prior approval during Fall and Spring academic semesters.  Prior approval from Student Centers is required for events scheduled outside of the above listed Access or Event End times.  Requests for approval for early opening or late closing should be initiated through the Office of Events Management.  All Non-Mason Organizations will be charged appropriately for facility early opening and late closing service requests.
Breakdown of responsibilities for events or programs in the JC Bistro:
· The Office of Events Management will process all reservations, set-up, and early open and late closing requests.
· Dining Services will turn over a clean and organized space for an event or program no later than 3pm.  This includes emptying the trashcans, wiping down tables and chairs, and sweeping/spot cleaning floors.  Dining Services will unplug and move their cash registers from near the wooden dance floor to back near the serving lines whenever events are scheduled in the Bistro.  
· Student Centers staff, if requested through the reservation process, will move all portable tables and chairs off the wooden dance floor and surrounding tiled floor area when setup requests call for it.  Any trash remaining on the floor after moving the tables will be removed and the floors swept, if necessary.    If a theatre style set-up is required the regular bistro chairs will be used.  Bistro furniture will not be removed from the room but moved and stacked in the back near the serving lines.  For all events, pipe and drape (black curtains on rods) will be setup to hide food service area.  Please note that if supplemental chairs are needed or 3x6 tables are needed for food, etc., please make this request with Events Management as a part of your reservation.
· Groups that hold events in the Bistro are asked to assist as much as possible to insure that their events run smoothly and easily.  They are asked to insure that members arrive on time, assist as appropriate, and insure that their events end when they are scheduled to end.  Groups will be held responsible for any damage to the Bistro that occurs during their event or program.
· LT Services Housekeeping staff is responsible for insuring that all trash and debris are cleaned up and removed after an event or program, and the area is thoroughly cleaned each night for food service operation the next morning.  They are also responsible for re-setting the seating configuration to its normal (Dining Services) arrangement.  

· In our efforts to make better use of the JC Bistro as a programming space, we are asking for all of your assistance in making this venture a success.  Your participation and assistance are greatly appreciated as we continue on a path towards creating more on-campus programming and building a more vibrant and involved campus community.
Seating Capacity in the JC Bistro:

· Room seats 184
· 10 booths; 4 persons at booth; 40 persons seated
· 25 round tables; 4 chairs per table; 100 persons seated
· 11 square tables; 4 chairs per table; 44 persons seated

· Reception style 350
· All portable tables and chairs removed; 2-3x 6 tables for food 
· Registration tables must be placed outside in Lobby area across from WGMU Radio station
