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User Permissions & Access

Browse & Browse,
Resources Resources &
Only Reservations

External Community Student Booking

contact Hospitality Concordia directly Offi
icers

Students:
= Students must be sponsored by a Recognized Student Group registered with the Dean of Students Office.

» A request on behalf of the Student Group/Association must be submitted by a Booking Officer as outlined in the
Policy on the Recognition of Student Organizations and Use of University Space (VPS-10).

Student Booking Officers:
Requests made must be for event dates which fall within your term.

External Community:
Contact Hospitality Concordia by email at hospitality.booking@concordia.ca or by calling 514-848-2424 ext. 598



http://deanofstudents.concordia.ca/student-groups/
https://www.concordia.ca/content/dam/common/docs/policies/official-policies/VPS-10.pdf
mailto:hospitality.booking@concordia.ca
mailto:hospitality.booking@concordia.ca

Event Categories

Request is for one event, for the same activity
which can take place over one or more dates/times/venues.

Event
Activity refersto sameEvent Namg Type,Description,Food,Alcohol, Services
required, etc.
Request is for one event, with different activities
which can take place over one or more dates/times/venues.
Multi-event Activity refers to different Event Name, Type, Description, Food, Alcohol,

Services required, etc.

Example: A conference with Guest Speakers, Workshops,and a Reception.

All above Requests will fall under ONE RESERVATION number containing the details for each date, location and activity.



Catered / Self-catered events

catered event: An event held on University
space where a caterer prepares, handles,and
manipulates the food and delivers and/or provides
wait staff service on-site.

You must select a Caterer from the
University’s Abproved Caterers list

HOWEVER, if you choose to handle/manipulate the food

delivered by the Approved Caterer, you must respect the
Procedures for the Sale and Service of Food.

self-catered event: An event held on University premises where the event organizer (or its representatives) come into contact

withfood (preparing, handling, manipulating), either on- or off-site.

self-catered low-Risk Foods

Foods that pathogens have trouble surviving in because they are

drier, have a high sugar or salt content, or are more acidic. served/sold
These foods do not need to be kept hot or cold. Although

traditional bake sale foods such as bread, cakes, pies, cookies

and candies rarely causeillness, it isimportant to remember

that under the right circumstances any food can cause food

borneillness.

Examples: cakes (except cheesecake or dairy-filled cakes), cookies,
squares/bars, muffins, cupcakes (except cream dairy-filled), fruit
pies not requiring refrigeration, tarts, breads, candies, popcorns,
chocolates, fudge, brownies.

self-catered high-Risk Foods

Foods that can support the growth of pathogens and/or
foods that have been associated with causing food borne
illness. These foods must be kept and served hot or cold
(i.e. dairy, meats).

Examples: cheesecake, pumpkin and meringue pies, frostings ‘°'d
or fillings with cream cheese, custards, whipped cream or

cheese, meats and dairy.

Even when handling low-risk foods, you
must respect the Procedures for the Sale
and Service of Food.

A Food Waiver* is obligatory.
You must read and agree to abide by the
Food Waiver Terms and Conditions.

A Food Waiver* and a MAPAQ Permit is
obligatory.

You must read and agree to abide by the Food Waiver
Terms and Conditions and apply to MAPAQ for a
Special Event Permit 20 business days prior to your
event.

* MyEvents has inserted the Food Waiver into the Reservation Form. You do not require completing a
Waiver form but must agree to the Waiver Terms and Conditions provided within.


http://www.concordia.ca/content/dam/concordia/services/event-planning/docs/Procedures-for-sale-or-service-of-food.pdf
http://www.concordia.ca/content/dam/concordia/services/event-planning/docs/Procedures-for-sale-or-service-of-food.pdf
http://www.concordia.ca/hospitality/event-logistics/food-at-events/approved-catererslist.html
http://www.concordia.ca/content/dam/concordia/services/event-planning/docs/Concordia-Approved-Caterers-List.pdf
http://www.concordia.ca/content/dam/concordia/services/event-planning/docs/Procedures-for-sale-or-service-of-food.pdf

Alcohol At Events

staff/Faculty Only

* Youare a staff/faculty member of Concordia University

* The eventis being held for Departmental/University related
purposes

* The eventis hosted by the University and guests are by
invitation only

* There is no cover charge at the event (including conference/
registration fee and/or donations)

* Alcoholis complimentary (served not sold)

staff/Faculty/students/externals

* The eventis co-hosted with/by an external organization

* The event is open to the public

* There is no cover charge at the event (includes conference/
registration fee and/or donations)

* Alcoholis complimentary (served not sold)

staff/Faculty/students/externals

* The eventis co-hosted with/by an external organization

* Alcoholis sold or there is a cash bar at the event

* There is a cover charge for the event, even if the alcohol is
servedfree toguests. Cover chargealso refers to registration
fee (includes conference/registration fee to attend eventand/or
donations)

You do not require an Alcohol Reunion Permit.

HOWEVER, when handling alcohol, you must respect the
Procedures for the Sale and Service of Alcohol.

An Alcohol Waiver* and an Alcohol
Reunion Permit to Serve is obligatory.

You must read and agree to abide by the Alcohol Waiver Terms and Conditions
and apply to RAC] for an Alcohol Reunion Permit |5 days prior to your event.

An Alcohol Waiver* and an Alcohol Reunion Permit to Sell
is obligatory.

You must read and agree to abide by the Alcohol Waiver Terms and Conditions
and apply to RAC] for an Alcohol Reunion Permit 15 days prior to your event
with the following exceptions:

- Outdoor events open to the public: 30 days prior

- An event held on January I, June 24, July | and December 25: 30 days prior

Only student groups with a registered NEQ number can make
a profit from the alcohol — otherwise the sale of alcohol can only go
towards the expenses of the event.

* MyEvents has inserted the Alcohol Waiver into the Reservation Form. You do not require completing a
Waiver form but must agree to the Waiver Terms and Conditions provided within.


http://www.concordia.ca/content/dam/concordia/services/event-planning/docs/Procedures-for-sale-or-service-of-alcohol%20-%20REVISED.pdf

HOW TO OBTAIN FOOD & ALCOHOL PERMITS

It is mandatory that you obtain the Permits required for your event.

Alcohol Permit Applications must be received by the RAC] |5 days prior to your event
Food Permit Applications
must be received by MAPAQ

date with the following exceptions:

- Outdoor events open to the public: 30 days prior

- An event held on January I, June 24, July | and December 25: 30 days prior 20 business days prior to event

Alcohol Reunion Permit Alcohol Reunion Permit Food special event
to serve to sell Permit
Only groups with a Registered NEQ number
|. Complete an Alcohol Reunion Permit can make a profit from the alcohol. I. Complete a MAPAQ Permit
Application application
2. The Designated Space |. CompleteanAlcohol Reunion Permit Application
Administrator will provide you with 2. Completea Questionnaire You are responsible for meeting the
a letter which must accompany your 3. The Designated Space Adminsitrator will above deadline and assuming the cost
application. provide you with a letter which mustaccompany of the Food Permit required at your
your application. event. Price varies, see application.
You are responsible for meeting the above 4. Include a price list for which the Alcohol will be
deadline and assuming the cost of the sold at the event. Food Permit Application form
Alcohol Reunion Permit required at your B
event ($42.50). You are responsible for meeting the above deadline MAPAQ (Ministére de I'Agriculture,
and assuming the cost of the Alcohol Reunion Permit des Pécheries et de ’Alimentation du
required at your event ($84). Québec) website

Alcohol Reunion Permit Application

Alcohol Reunion Permit Application

To assist you in completing the application: Alcohol Reunion Permit Questionnaire
Sample Application

RAC] (Régie des alcools, des courses et des To assist you in completing the application:
jeux) Website Sample Application

Sample Questionnaire
RACQ] (Régie des alcools, des courses et des jeux)
website

Upon receipt of your Permit, you must:

I. Send a copy of the permit to the Designated Space Administrator
2. Make the permit visible and onsite throughout the event

3. Abide by the Waiver Terms and Conditions
4. Abide by the obligations in accordance with the Permits

Failure to respect these instructions may result in the shutdown of the event, at the sole discretion of the University.


http://www.concordia.ca/content/dam/concordia/services/event-planning/docs/MAPAQ-Application-Form-for-Special-Events-Permit-English.pdf
http://www.mapaq.gouv.qc.ca/fr/pages/nousjoindre.aspx
http://www.mapaq.gouv.qc.ca/fr/pages/nousjoindre.aspx
http://www.mapaq.gouv.qc.ca/fr/pages/nousjoindre.aspx
http://www.mapaq.gouv.qc.ca/fr/pages/nousjoindre.aspx
http://www.concordia.ca/content/dam/concordia/services/event-planning/docs/Application-Form-for-Alcohol-Reunion-Permit.pdf
http://www.concordia.ca/content/dam/concordia/services/event-planning/docs/Application-Form-for-Alcohol-Reunion-Permit.pdf
http://www.concordia.ca/content/dam/concordia/services/event-planning/docs/Sample-Application-Form-for-Alcohol-Reunion-Permit.pdf
http://www.concordia.ca/content/dam/concordia/services/event-planning/docs/Sample-Application-Form-for-Alcohol-Reunion-Permit.pdf
https://www.racj.gouv.qc.ca/
https://www.racj.gouv.qc.ca/
http://www.concordia.ca/content/dam/concordia/services/event-planning/docs/Application-Form-for-Alcohol-Reunion-Permit.pdf
http://www.concordia.ca/content/dam/concordia/services/event-planning/docs/Questionnaire-to-Sell-Alcohol.pdf
http://www.concordia.ca/content/dam/concordia/services/event-planning/docs/Questionnaire-to-Sell-Alcohol.pdf
http://www.concordia.ca/content/dam/concordia/services/event-planning/docs/Sample-Application-Form-for-Alcohol-Reunion-Permit.pdf
http://www.concordia.ca/content/dam/concordia/services/event-planning/docs/Sample-questionnaire-to-Sell-Alcohol.pdf
https://www.racj.gouv.qc.ca/
http://www.racj.gouv.qc.ca/index.php?id=79&amp;L=1
http://www.racj.gouv.qc.ca/index.php?id=79&amp;L=1

CHOOSING THE CORRECT RESERVATION FORM

Reservation Form available only to Staff/
Faculty for Departmental Meetings.

Room only (rooms are limited)
* No Services: no room set-up or Audio-Visual offered
* For Staff/Faculty departmental meetings

Indoor Room(s) and Services required

* Audio-Visual, Room Set-Up, Event Coordination

* Activities do not require Permits

* Does not include External Speakers or Government
Officials

Indoor/Outdoor and Open Room(s) & Services required
* Audio-Visual, Room Set-up, Event Coordination services

* Activities may require Permits

* External Speakers, Government Officials may be present

¢ Includes Conferences, Exhibits and Fairs

Classroom and Auditorium rooms only
* Audio-Visual and Event Coordination services
* H-110 Movie Screenings

Classroom and Auditorium rooms only

* Audio-Visual and Event Coordination services
* H-110 Movie Screenings

* External Speakers may be present

* Government Officials may be present

Kiosk in Atrium

¢ Bake Sale, Info Table

* Low risk food, no permit required
* Only tables (maximum of 2)

Equipment only without room request
* Event-Related Equipment only (i.e. Podiums and cocktail tables)
* No Audio-Visual

Event may require Food or Alcohol Permits and/or
External SpeakersorGovernment Officials.

Self-Serve

Form not currently available
Email hospitality.booking@concordia.ca

Event form

Event Plus form

Classroom/Auditorium form

Classroom/Auditorium Plus form

Kiosk Table form

Equipment Rentals form

Classroom/Auditorium requests will go on a waiting list
until Academic Scheduling (priority) is completed.

Minimum | Business day priortoeven

Minimum 10 Business days prior to event

Minimum 20 Business days prior to event

Minimum 10 Business days prior to event

Minimum 20 Business days priorto event

Minimum 10 Business days prior to event

Minimum 10 Business days prior to event


mailto:hospitality.booking@concordia.ca

USER EVENT CRITERIA & RATES

Internal users
Faculty, Staff and Students of the University with a valid University ID card, allacademic and administrative units and all recognized student groups who
require access to and use of University space to conduct their University-related activities provided the event meets the Internal User Criteria below:

Internal users criteria

* The activity is for University-related purposes;

* The activity is for regular University operations of the department;

* The activity is for regular Recognized Student group Campus Life activities;

* The organizer of the events are Internal Users and the activity is not co-hosted with an external organization, unless for Academic and Research-

related conferences, and career recruitment activities organized by a recognized department or student group;

Preferred users
Internal Users who do not fall within the Internal User Criteria above and/or wish to host non-University related activities on campus (personal events),and
Alumni, retired university-employees, non-profit organizations, external organizations hosting an event in collaboration with Internal Users.

external users
External Users (persons, groups or organizations) who are not members of the University and who wish to use University Space.

For All users in addition to Rental Rates:

Event-Related charges
The User is responsible for all event-related charges such as, but not limited to, cancellation fees, room and set-up charges, internal and external supplier costs,
equipmentrentals, AV equipmentand Services, etc.

Coordination & Onsite Management Fee

= Onsite coordination fee may apply to certain venues, see Venue Rates.
= Coordination and management fee for national and international conferences will be evaluated on an individual basis. A quote will be provided

based ona consultation with Hospitality Concordia.
= Onsite coordination fee will apply when a representative of Hospitality Concordia is needed to remain onsite during event outside regular
(9-5) business hours: Fee: $50/three hour minimum, plus $ |1 5/hour for each additional hour.
= Coordination/management fee will apply to spaces other than those managed by Hospitality Concordia during regular and outside business hours.

Cancellation Fees

A cancellation fee will be applied if event is cancelled less than ten (10) days prior to the event date.

Internals: $ 25/venue

Preferred: $ 50/venue

Externals: As per Space Agreement terms and conditions

A User will also be responsible for assuming any event-related charges incurred by the University up to the time of cancellation.

See Rate Chart for Hospitality Concordia Venues (next page)



HOSPITALITY CONCORDIA VENUE RATES

Sir George campus (downtown)
Engineering, Computer Science &Visual Arts Complex
Engineering, Computer Science &Visual Arts Complex
Engineering, Computer Science &Visual Arts Complex
Engineering, Computer Science &Visual Arts Complex
Engineering, Computer Science &Visual Arts Complex
Engineering, Computer Science &Visual Arts Complex
Grey Nuns Motherhouse

Grey Nuns Motherhouse

Henry F.Hall Building

Henry F.Hall Building

Henry F.Hall Building

Henry F.Hall Building

Henry F.Hall Building

Henry F.Hall Building

Henry F.Hall Building

Henry F.Hall Building

Library Building

John Molson School of Business

John Molson School of Business

John Molson School of Business

John Molson School of Business

John Molson School of Business

John Molson School of Business

John Molson School of Business

John Molson School of Business

John Molson School of Business

John Molson School of Business

Loyola campus

Loyola Jesuit Hall & Conference Center
Loyola Jesuit Hall & Conference Center
Loyola Jesuit Hall & Conference Center
Loyola Jesuit Hall & Conference Center
Administration Building

Administration Building

Administration Building

Vanier Library

SGW & Loyola campus

* On-site coordination fee applies ($80 - $200) based on event

Browse Venues in MyEvents to see venue images and descriptions

venue/type

EV-1 Atrium

EV 1.116/Table only in Atrium
EV FOFA Atrium

EV 11.725/ Lounge

EV 52.200 /Table only

EV $2.200/ Max 6 Tables

GN-1210/Outdoor Garden (half space)
GN-1210/Outdoor Garden (full space)
H- 110 Amphitheatre (678 seating capacity)

H-760 / Conference Room
H-762 / Conference Room
H-763 / Conference Room
H-765 / Foyer

H-767 | Conference Room
H-769 / Conference Room
H-705 / ZEST Cafeteria

LB Atrium

MB 1.109 / Atrium (Section A)
MB 1.155/Table only

MB 1.245 / Atrium (Section B)
MB 2.130/ Conference Room
MB 3.130/ Lounge

MB 4.101 / Lounge

MB 4.135 / Lounge

MB 5.101 / Lounge

MB 6.101 / Lounge

MB 6.135 / Lounge

RF 110.00/ Conference Room
RF120.00/ Conference Room
RF 130.00/ Conference Room
RF 335.00/ Conference Room
AD-210/ Conference Room
AD-307 / Conference Room
AD-308/ Conference Room
VL Atrium / Table only

Classrooms|Amphitheatres (< 250 seating)

Amphitheatres (> 250 seating)

Internal

No Charge
No Charge
No Charge
No Charge
No Charge
No Charge
No Charge
No Charge
No Charge
No Charge
No Charge
No Charge
No Charge
No Charge
No Charge
No Charge
No Charge
No Charge
No Charge
No Charge
No Charge
No Charge
No Charge
No Charge
No Charge
No Charge
No Charge

* ¥ ¥

*

No Charge
No Charge
No Charge
No charge
No Charge
No Charge

Preferred

$300.00
$75.00
$150.00
$300.00
$75.00
$150.00
$420.00
$850.00
$500.00
$125.00
$125.00
$250.00
No Charge
$250.00
$125.00
$300.00
$300.00
$300.00
$75.00
$300.00
$250.00
$250.00
$250.00
$250.00
$250.00
$250.00
$250.00

$320.00
$320.00
$320.00
$275.00
$250.00
$250.00
$250.00
$75.00

$150.00
$300.00

External

$600.00
$150.00
$300.00
$600.00
$150.00
$300.00
$600.00
$1,200.00
$1,000.00
$240.00
$240.00
$500.00
No Charge
$500.00
$240.00
$600.00
$600.00
$600.00
$150.00
$600.00
$525.00
$525.00
$525.00
$525.00
$525.00
$525.00
$525.00

$550.00
$550.00
$550.00
$400.00
$500.00
$500.00
$500.00
$150.00

$175.00
$350.00



Browse

ROOM
AD - 210 - Conferance Room

AD - 307 - Conference Room

By Setup Type By Room

BROWSE VENUES

Setup Types and Capacities

SETUP TYPE + MIN CAPACITY MAX
Conference 10 30
Banguet/Dining 10 54
Conference 10 25
Hollow Square 10 25
Reception/Cocktail 10 78

Theatre/Lecture 10 54

Bmwse

ROOM SETUP TYPE *~ MIN CAP [ Campuses:

AD - 210 - Conference Room | sir George Williams s
Conference 10 Facilities:

AD - 307 - Conference Room | Hall Building 2|
Banguet/Dining 10 Room Type:
Conference 10 | Conference |
Hollow Square 10 Setup Type:
Reception/Cocktail 10 | Theatre/Lecture =
Theatre/Lecture 10
U-Shape 10 Apply [JSave = Reset
Workshop 10

Filter

Setup Types and Capaciti
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Corference 10 g

BarguetTining 10 54

Wirtual EMS - Location Detmils u

Siketeg Detais
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Browse displays details for all venues in MyEvents,
by Set-up type or by room.

Clicking Filter narrows your search to date, times,
and venue features (where applicable).

Venue Details:

Click on a venue to open a dialog box which includes:

* an image of the venue
* set-up times (if applicable)

¢ additional notes and features




BROWSE AVAILABILITIES

':_:‘ Browse *} My Account weleorme Guest

Browse
4+ Thursday, January 17, 2013 4k 12 Hours | I

| Roomi Cap | T | ] 4 1 H a | 5
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114 - Adurmini sodterium BIE rivata

705 - Temt 220

Til - Corference Room S0

7632 - Cordarance Roar 50 Campuses:

763 - Corderence Room 138 |-l5|lr Gﬁn{;l—: ﬁillin-;r;sn

765 » Ferpir 51 Facilities:

767 - Corderence Hoom 122 |EEH} =] Q
| 760 - Confarance Room 3o Room Type:

John Malsan Schoal of Business - |_faily

Upper Atriam 100 Flogr:

1.155 - Tabl= 2 |[a||) 3

1.200 - Classroom 300 : L B 4 o Time zone:

1,245 - Lower Alrium 127 4 i b Prive | Eastern Time

:.Ais rr_:at Chotk o Festures

s 2 it N indiols

T e o [ 5@andard Classraom Af"

4.135 - Lounga 55 Patkug:

AT IRy r— Windows

6.101 - Lounge [JWindaws on 1 side

6,135 - Lounge Apply Save Resst

Browse Awvailabilities displays a list of
all venues showing the dates and times of
both the booked times and those which
remain available.

Blue or black bars mean the venue is booked.

Tip: You can click on Filter to narrow your
search to date, times, buildings and venue

features (where applicable).




SELECTING YOUR RESERVATION FORM

o
k_% Browsea

Welcon|

|I|'.T T

Self-Serve Meeting

Event

Event Plus
Classroom/Auditoriums
Classroom/ Auditorium Plus
Bake Sales

Atrium Info Table Rental
Equipment Reservation
Events on Campus

View My Requests

Reservation Forms l:h My

pit
el

Make sure you have reviewed the Reservation Forms diagram
(page 7) to ensure you choose your form accurately.

The Reservation Forms in MyEvents vary based on many factors. Itis
important that you select the proper form to begin with otherwise you will
have to start over.

|Go to the Reservation Forms Tab.
The Reservation Forms displayed will vary based on your User profile.

Select the form and you can begin the request process.
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STARTING THE REQUEST PROCESS

=

Details

A. info tab provides information pertaining to the Reservation Form.

B. When and Where

Indicate desired date, time, start-time & end-time.

Note: Daily building hours are from 8 a.m.to | | p.m.

Calendar days which appear in a red square indicate the University will be closed (no events
may take place on campus on those days.)

If you are prompted: “request violates building hours” you may have requested
hours outside building hours or chosen a date when the University is closed.

Select campus and the building if you wish to narrow your search.
If you are prompted: “first available booking date violation” you did not respect the
submission deadlines and need to select an alternate date.

Whenever you see a red asterisk [* ] this field is mandatory.

c. set-up information
Indicate maximum number of expected attendance and the room set-up type required.

d. Auvailability Filters (optional where available) narrows down your search by
selecting specific features.

Click Find space once you are done, and the system will provide you with available

options which meets yourcriteria.

Important:
Use the Recurrence button only if:

* Event activities/details are same for one or more
dates - which occurinaset pattern.



Ewent [Mo Permit Reguired )

When and Where |

Facilities:

Setup Information

Attendance:™
22

Setup Type:=
| Conference +

Avallablility Filters

Rooen Type:
[ fally

Date:

/1772013 Thy |ggg | Fecurrenes
Start Time:™ End Time:*

8:00 AM (V) 9:00 AM ]
Campuses:

SELECTING YOUR SPACE 14

B oare

El 1172013 Thy

RGam
Hall Bullding
n 783 - Conference Aoom
H TET

7ED - Conference Aoom

I i v

conterence Aoom

Conterence Roam

Multi-event ¥

HOLIDAYS ETART *

=

XS

END | LOCATION

3 5

¥ 1 have readfand agree to the terms and cenditions

A Multi-event is when one Event consists of different activities (i.e.
Event name, Type, Description, Food,Alcohol, Services required, etc) which

can take place over one or more dates and venues. if the activities

differ, do not include additional dates or rooms at this time.

choose only your one main activity to select the space.
you will have the opportunity to add spaces/dates later in the
edit your request step so that you can add and specify details
(information/services required) pertaining to each of theadditional activities.

Note All will be recordedunder one Reservation numberfor tracking.

AM H - TEO - Conference RLOGT

STATUS SETUP COUNT | CONFLIC

Hag el X2

G

[A] The location tab will be displayed.

Based on the Search Criteria [B] you identified - see the list of

available best-suited space [c] found according to your criteria.

view the space.
Click on the Room number from the list in [c] for an image and

description to appear.

Sele
Click

the desired space

to add the room to [d], the Selected Locations box.

You can select from the list to add multiple rooms to the Selected

Locations box - provided it is the same activity.*

You can identify new information in [B] Search Criteria to add to list

- provided it is the same activity.*
Remove a space
Click to remove one of the Selected locations from the list.

Important: You must read and agree to abide by the Booking
Terms and Conditions for your event to be processed.

Click continue,at which point the Reservation Form will appear.




COMPLETING THE RESERVATION FORM

Event Detalls

Group Detalls (7]

Group;*

Rafgaestor ;*

Phore:* P
el
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Sili S Fie:
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Other Information [ 7]

Swerk [esrmiption, Provide detslled desoriphion. of the evenk [Furposs, Activity, s )"

Cakandar of Evanbs: mould won Dk your svest b b pobbcined in our Colerdar of Everce? @
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REMTALE, ;™

Questions within the Reservations Forms may vary based on the
activities specific to thatform.

The @con which appears at the top right of each section within
theform providesadditional information.

Youmust provide complete and accurate information otherwise
your request will not be processed.

Whenever you see a red asterisk [* ] this field is mandatory.
If an item does not apply to your event, simply indicate nla (for non
applicable).

Student Booking Officers: You can indicate the name of the student on
whose behalf you are requesting, provided they will be the onsite contact
and responsible for the event which you are authorizing.

Important: See the @con in Group details for assistance to ensure
your user profile data is populated correctly.




COMPLETING THE RESERVATION FORM (Food AtEvents section) 16

Food at Event (2]

[=] Click activity. Definition appears. Make selection

Catered Event c
Self-Catered: Lower Risk Foods - Served/Sold

el 7] (1 |Self-Catered: Higher Risk Foods - Served

Self-Catered: Higher Risk Foods - Sold A Food Waiver
Approved Caterers List: Please select Caterer from list: ™ EG07 BE EVEaY
a | =l Click activity, Definiton appears. Make selection
— - - - — . - - - — — 2 Catered Event
If Self-Catered, list food items/menu being served/sold. If Catered, indicate n/a. :* R e e
#|1 Self-Catered: Higher Risk Foods - Served

FOOD WAIVER TERMS AND CONDITIONS

“ Foi Sold

[include menu list here. s
Responsibilities of the Requester and/or Onsite contact
Approved Caterers List: Please select Caterer from list:*
I, the being a duly wve of the Event
Organizer, hereby inform Concordia Unlmrclw (the “University™) that food
will be soid or sorvod at the Event identified horsinabove.

If High-Risk Foods. what equipment will be used on site to prepare and/or keep foods at prop 8 0 Guy-autherized rprosanisie o 2 Grou. | nerey aseum full and
temperature? If not applicable, indicate nja: ™ e

If Salf-Catered, list food items/menu being served/sold. 1f Cats

If High-Risk Foods. what equipment will be used on site te prej 1, ensuring that all foed sold or served at the: aforementioned Event will bo
& s " Iemparatura? if nok applicable, Indicate n/a:® prepared and, when necessary, stored or refrigerated in accordance with all
|r|C||J|jE EQUID T Ent ||5t herd HErE =B e = ralevant municipal, provincial and fedoral hoalth and safety regulations and

oy laws cencerning fecd preparation and service

3 that the for Sale ar
= = = Service of Food ("Uni ity P "), annexed to the present
elect ane item regarding the Food Waiveg, ;= Waiver Form and forming an integral part thereof, are adhared to.

Select one item regarding the Food Waiver. :* cohol &t eve & sosutng. porthe lnlvarty Praccdivse, thet1a spocl eveat

f P T'Agricutture, des Pécheries et da I'Alimentation du Québec (MAPAQ).
| I have read and agree to the Waiver

I=l Click activity. Definizon appears. Make sefpction

nl cleaning the Event Location and dlsl::ardlng the trash at the end of
that

Mo Permit Required (Staff/Faclty Only] Event. It is d ant

Pt il b SERVE [Skaff/Facuity fitudents) ahoulﬂiheEuem  Losation require additional oun:g,atlmm

Permit to SELL {Stafff = .Admlnlstmlln( thu Event Omunlnrmlllncurths r:hurqai for any
Food at events is either catered or self-catered.
Make sure to see the Catered/Self-Catered Events (Page 4) Diagram
and properly complete this section. If your event requires a Waiver you must select

and agree to the Terms & Conditions, otherwise

[A] Click on each of the Food activities for definitions to ensure you your request will not be processed.

choose the one that best describes your activity.
Be sure to read and abide by the instructions for which you are responsible.

[B] Click on the small box to select your choice.The number one will
automatically appear in the box to the right when it has been selected.
The questions in this Section are required fields. If they do not apply to your
activity, indicate: n/a (do not leave blank).

if your activity requires a Food Waiver:

[c] Clickonthe “‘icon to read the Food Waiver Terms and Conditions.
Itismandatory thatyoureadandagree toabide by the Food Waiver.




COMPLETING THE RESERVATION FORM (Alcohol AtEvents section) 17

Alcohol at event rems and conditions « c

Mo Permit Reguired (Staff.-’FacuIt',f Only)
—»@ 1 JPermit to SERVE (Staff/Faculty/Students) A
Permit to SELL (Staff/Faculty/Students) |

Bartending Service. Indicate name of Caterer or the person with University SIP Certification (Service
Intervention Program). Certification must be valid in order to provide the service.:*

|John Smith SIP No. 12345

If event takes place in multiple spaces, indicate those spaces where the alc
Alcohol will only be serviced in room H-767

Select one item below regarding the Alcohol Waiver.: ™
L have read and agree to the Waiver %
E—|

Make sure to see the Alcohol at Events Diagram (page 5) and properly
complete this section.

[A] Click on the Alcohol activities for definitions to ensure you choose
the one that best describes your activity.
Be sure to read and abide by the instructions for which you are responsible.

[B] Click on the small box to select your choice.

The number one will automatically appear in the box to the right
when it has been selected.

The questions below are required fields. If they do not apply to your
particular activity, indicate: n/a (do not leave blank).

if your activity requires an Alcohol Waiver:

[c] Click on the @:on to see and read the Alcohol Waiver
Terms and Conditions. Itis mandatory that you read and agree to the
Alcohol Waiverand respond to the questions.




COMPLETING THE RESERVATION FORM (equipment And Audio-visual) 18

Equipment Rentals Terms and Conditions &

[#] Registration Table
|*| Event Tables
[#] Bar stools

*| Tableciothes/Overlays

= [ podiums

» Iﬂ.l .i’udirn:

Bodd Mahogany,50.00

Spedal Instrudtions:

» Please place pedium in south-gast corner of the room.

E Podium:
Podiunm
B Podium
o Podium:
= Podium:
= Podium :
O Podium:
B Podium
[#] Flipzharts
[#] Flags

[®] Roll-up Banners
[# Stanchions

Burgundy,50.00

Carbon/

Cfficial/S0.00

Retroy/50.00

Simplicity Brown/50.00
Simplicity Burgundy/50.00
Sleek/50.00

Traditional 50.00

IT Services Terms and Conditions

[=] Awdiovisual packages
L Data Package/ $110.00

O Peckage: Large Sound £ $100.00

=3 [ LabouryTechnician

= @1 |on-Site Technician/ $35.00 per Event hr., Min. 105.00

o Package: Small Sound / $65.00

Spedal Instrudtions:

Please have technidan arrive 1/2 hour prior to meeting start-time

to rum a demo of the pressntation

[#] Internet

Event-equipment Rentals and
Audio-visual services

viewing items available within each category:

= Click to expand any list
¢ Click on the item name for more details

Ordering items within each category:

* Check the box to make your choice.

The number one will automatically appear in the box
to the right, to represent ONE item. To modify, simply
indicate the desired quantity in the box.

Optional: Youcan include special instructions pertaining
to that item in the box which appears below it.

Follow the same steps to order both Equipment and/or
Audio-Visual Services.

See the @ icon for additional information and conditions
pertaining to equipment rentals and services.




SUBMITTING YOUR REQUEST

Q

=3 [ [ have read and agree to the terms and conditions View

Automated Request Summary
(not aconfirmation)

e e e e e

Bock T Reserastion Summeny

Emall Dptiors

B oo vk rrenay

Hespitalisy Concersia
Concordia University
Ok 400, 1455 d Wi s Dusst
Wicnireal O HOG TMEB
Canada
Phone: (314) BAI-2630 mar. 5507 1 Foe:(514) B48-2805

Request Summary

Grows Resaration 1067

FIMAMCE B BUSIMNEES OFER Evaid Maama Tulodal
Phons: 51e-848-2424
Emal Addesa: bookingosniondia.ca
Evant Type: Workshop! Training
SHlohus B iaski fe Coordunation Rigviow

DOOKINGS / DETAILS QUANTITY

PRICE

AMOURT

F 1, 204

3:00 AM - 500 AM Tuteriadl (Booking Coordimalor Auview) AD 307
Pl Soa) AN - 120000 PR
BanquayTining for 22

Be sure to have thoroughly completed the form
with all required fields and agreed to the Booking Terms

and Conditions. MyEvents will prompt you for any missing
information — it will not submit your request until the form is
complete.

Click submit once you have completed your Reservation
form.

MyEvents will automatically email you a Request Summary —
this is not a confirmation.

note: All submissions remain requests — and
are not confirmations until you have received a
space confirmation

Review your request to ensure the information is accurate. You
can view, and track the request status in View My Requests

(see next page).

if you have a Multi-event Request:
* Click to submit here anyway
= MyEvents will assign a Reservation Number

= Reservation will be recorded in view My Requests
 Follow instructions in edit my Request to include
additional rooms, dates and information pertaining to

additional activities.




VIEWING YOUR REQUEST

Reservation Details Additional Information Attachmaents

Back to My Reguests

Reservation Id 356

Event Name MyEwent Conferance
Event Type Conference

Budget Code.

Non=-Umbrella groups 12345

enter TEC123

Group Name FINANCE & BUSINESS OPER.-HOSPITALITY CONCORDIA
Requestor Name DE CUBELLIS, JOHANMNE
Phone 45951

On-site Contact Name FARE, ANNIE

Phone 5454

Historical

ACTIONS SERVICES DATE “ TIME

TITLE LOCATION

i 47222013 Mon 3:00 PM - 5:00 PM  MyEvent Conference H - 763 - Conference Roon§ Cancelled
% [ ag 4/23/2013 Tue 12:00 PM - 2:00 PM MyEvent lunch H - 760 - Conference Reord Submission

-
Pomered by

Important: Any changes to the event information must
be sent to hospitality.booking@concordia.ca unless you
have received a space confirmation,then send changes directly

to your Event Coordinator.

Edit Reservation

Add Booking

Cancel Services

Cancel Bookings

Cancel All Bookings

View Reservation Summary

Add booking to personal calendar
Baoking Tools

SETUP
Theatre/Lecture [ 100}

Banguet/Dining (30}

View My Requests from the
Reservation Form Tab

Track the status of your requests during
the planning process.

View All, current and historical
requestsfromtheTabs.

The Reservation Details Tab displays your
edit options. See edit your Request
(next page).

Additional information Tab allows
you to review the information you
providedinthe*“OtherInformation”
section of the Reservation Form.

Attachments Tab allows you to attach
documents (i.e. information, images,

instructions) to your request.
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EDIT YOUR REQUEST 21

Ressrvation Detalls Additional Information Attachments Back to My Requests

Reservation Id 1867 Edit Reservation

Event Name Tutorial Add Bocking e Multi-events:
Event Type Workshog/Training Cancel Bookings
Budget Code. Non- Cancel All Bookings
Umrrét;r;:a groups anker L2 View Reservation Summary CIlC k on Add Booki n
Group Name FINANCE 8 BUSINESS OPER. Add booking to personal calencar g
Requestor Name (none) Fooking {bats
Phaone 514-B48-2424 P e
Ein-ul Eptnck e This is where you can select the additional dates
Ph . . .
b and spaces, and continue to follow the Edit options
A Historical available to you to specify relevant information/
Bookings services required pertaining to each of the additional
ACTIONS SERVICES DATE * TIME TITLE LOCATION STATUS SETUP aCtiVities. (See Services Options oh hext Page)
B [+ 12/21/2012 Fri 8:00 AM - 9:00 AM Tutorial AD - 307 - Conference Room Booking Coordinator Review Banguel/Dining [22)

Reminder: Any changes to the event once you have submitted your request must be sent to hospitality.booking@concordia.ca
unless you have received a space confirmation. If your space is confirmed, please send the changes to your Event
Coordinator.

Edit your Reservation: Make changes to Event Name, Requestor and Billing Info.

Add Bookings: You can add dates, times and spaces.

View Reservation summary: Allows you to view your Reservation Summary with all event details and email options.

Add Booking to Personal calendar: You can allow MyEvents to add the booking to your personal calendar.

Booking tools: Quick change to reschedule the date or time of your event.

(See next page for more edit options)
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| Reservation Detalls ‘ Additional Information

Attacdhments

EDIT YOUR REQUEST 22

Back to My Requests

Reservation Id
Event Mame

Event Type
Budget Code. Mon-

Umbrella groups enter

TBC123

Group Name
Regquestor Namea
Phane

On-site Contact Name
Phone

All

icOn tOOiIs:

ACTIONS||SERVICES

H istorical

I.cancel

1867
Tutorial
‘Workishoo/Training

TBC123

FINANCE 5% BUSINESS OPER.
(noma)
514-048-2424

Edit Reservation

Add Booking

Cancel Bookings

Cancel all Bookings

View Reservation Summary

Add booking to personal calzndar
Booking Tools

2.edit 3.Add

TIME

DATE * T

12/21/2012 Fri 8:00 AM - 900 AM Ty

!

Film=Movie Screenings

Food (No Permit Required)

Room Sek Up = Mo Resources Avail
Alrohol 8t Event wiout permit
Minors at Events

Maney [Funos Collected
Equipment Rentals

IT Services

able

You can edit your Request provided your status reads: ‘“‘submission”’
you can make changes to any information previously provided in your Reservation Form in the
Reservation Details Tab.

cancel
Select the Reservation you want to cancel and click on the icon.

Tip: Be careful if you have more than one request, to select and edit the right one each time.
Once it is cancelled, you cannot go back. The cancelled item will remain in your list for your records.

B Update
The search criteria box is displayed and you can update all the original information entered.

services: Services and/or Categories available per the Reservation Form.

Available services: You can select to add these Services/Categories to your request.

existing services: You can select to edit, add, cancel Services or items within that Category.




CONFIRMATION PROCESS

Hospitality Concordia
Concordia University
Ll Do g ] GM 400, 1455 de Malsonneuve Ouest
Mentreal QT H3G 1M8
Canada
Phone: (514) B4B-2424 ext. 5881 / Fax(514) 848-2605

Group Resarvation: 356
DE CUBELLIS, JOHANNE Event Name: MyEvant Confarance
FINANCE & BUSINESS OPER.-HOSPITALITY Status: Submission
CONCORDIA Phone! 4851
S-GM 905 17 Email Address: Jdeghalcor. concardia.ca
Event Typa: Conference

Graafings,
Please find altached & prafiminary quote which outiinas the even! delaistraquest which have been discussed lo date,

Flease review the quole to ensure thal everything is per your approval and immeciately achvise of any discrepsncies ar
changoes ragquirad.

if ail information is accurate, kind

Once the space is confirmed:

Youwill receive an email with instructions pertaining to your
request, and ifapplicable, contact information for the Event
Coordinatorassignedtoyourevent.

Review to ensure everything is correct.

Advise the Event Coordinator at your earliest convenience
of any changes or new information pertaining to your event
to ensure there is enough delay to make changes or deliver
additional services.

If an Event Coordinator has not been assigned to the event,
communicate any changes to:

hospitality.booking@concordia.ca
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COMPLETION 24

Congratulations on successfully placing your Reservation!

Important: It is mandatory that you adhere to the booking terms and
conditions as well as the waivers and permits applicable to your event activity.

For general information: MyEvents@support.concordia.ca
To provide feedback on using MyEvents: Hospitality@concordia.ca

For more information please visit our webpage at http://www.concordia.ca/hospitality.html

On behalf of Hospitality Concordia, we wish you a
successful and memorable event for you and your guests.
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