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To: The John Jay College Community

From: Senior Vice President Robert Pignatello

Re: Guidelines for Scheduling Space

These guidelines were developed to assist you when scheduliognarevent at the College. They
include the procedures for requesting space and event planning, a space request form (which can be
accessed online and submitted electronically) and detailed information about each room: the
maximum capacity, layout of rags and the configuration(s) that can be used. All of this information

is available online atohn Jay New BuildingVebsite Any changes will be reflected in the online

version of the guidelines.

If you have any questions regarg the guidelines, pleasall Jaquelina LopeMonteiro
(Administrative Events Specialistat extension 861ar Debra Spiveyextension 838

Thank you.



PROCEDURES FOR SPACEAVAILABILTY

Event planning and space requests for John Jay College are coordinated througicesef@ihance and
Administrationand theOffice for the Advancement dtesearchSpace on campus, including the Gerald W
Lynch Theater anddbby, Main Gym, Auxiliary Gym, North Hall Mukpurpose room (MPR), Cafeteria,

and conference rooms can be resdrthrougththe Office of Spacd”lanning & Capital Project&vents

Planning OfficeClassroons pace can al so be reserved after the
scheduling. Space that cannot be reserved includes administrative and acadeareccenbms, cyber

lounges and lab®dministrative and academic conference rooms are under the auspices of the director
and/or chair of each deparént. Informationonreservilgy ber | ounges and | abs i
description page furtherto this documentMany new spaces will become available when we complete the
move to our new building. An exhibition and event room, a black émxference rooms, lounges and

lecture halls to name a few. Information on these spacesisincludedineachmdé s descr i pti o
into this document as well.

Requesting Space:All requests for space b with the completion of th8pace Availability Request
Form. The form is ent toJaquelina LopeMonteiro (AdministrativeEventsSpecialis} eledronically after
clicking on the submit button. This form is availablectigking here which will take you to the Resource
Center where you can acsdhis form.

IMPORTANT : All areas of the form must be completed.Incomplete forms may be rejected or held
until the proper information is obtained, and may significantly delay the process of review. No forms
will be approved if the maximum number of giests expected is not indicated on the application. Please
note that the maximum number of guests varies depending on the facility used and the desired setup
Office of SpacePlanning & Capital Projects Events Planning Officecannot respond to verbal equests
regarding space availability until a completed Spacd@vailability Request Form has been received.
Space requests are processed on aafatquest basis. If requested space is not available, other rooms or
alternate dates will be suggested. efyuest for a particular room does not guarantee that space will be
assigned.Requests are not finalized until you receive a space confirmation frothe Office of Space
Planning & Capital Projects Events Planning Office This confirmation will comein the form of an e
mail with a confirmation number. No advertisement or announcement of an event should take place
prior to the receipt of this email confirmation.

Special Events and ConferencesOnce the Spac&vailability RequestForm is received bthe Office of
SpacePlanning & Capital ProjectSvents Planning Officé will be determined if additional forms are
required. Requesters planning a special event or conference requiring a budget will need msubmit
additional formto the Office for the Adancement of ResedrcThis form will be provided electronically

when a tentative booking takes place. Confirmation will be given pending authorization from the Office for
the Advancement of Research.

Student Events Requests for all student events maussubmitted to the Office of Studdnte viaa
Meeting/Event Request Formhere must be 5 business days of advance notice to request space for a
meeting and 15 business days of advance notice for an event. After this form is submitted for consideratio
it is the responsibility ofhe Office of Student Liféo forward a SpacAvailability Requestorm to the
Office of Spacd”lanning & Capital ProjectSvents Planning Officé they cannot provide a spadéhe form
submitted must have the Meeting/Everiglest Form attached indicating that all the procedures have been
followed properly. If all paperwork is correctly completdtk Office of Spacd’lanning & Capital Projects
Events Planning Officwill schedule available space for the meeting/event anfiroothat availability via
an email with a confirmation number.
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http://inside.jjay.cuny.edu/resource.aspx

Food Services:John Jay College o od services are provided by the
includes theDining Facilities aWestport. Additioalv endor s 6 | nf oovided dt a later datei | |
All f ood service requests for college events must be approvibe &rea Vice President. Pleadiek here

to review the new food services polidgequestor also has the option of using an outside céberdeir

events. If you elect to use an outside catelesise coordinate with the Department of Public Safety.

Damages: All groups using John Jay Space argpansible for the proper use of the facilities, furnishings
and equipment. Damagdsosild be reported immediatelamage to any equipmeand/orfurnishings
may result in reimbursement chargésxcessive cleanup after events may also incur additionejeha

Insurance: Events sponsored by or hdlat individuals or groups external to the College, other than City
and State entities, may require a certification of insuraffoe sponsoring organization must obtain
comprehensive general liability insurarfoe bodily injury and property damage. John Jay College and The
City University of New York must be named as the certificate holder and as additional insured. The amount
is detemined on a case by case baSise certificate of Insurance must be presgmetheOffice of Space
Planning & Capital Projectst least seven (7) working days prior to the event or the event will be subject to
cancellation.In addition, @ents sponsored by or hdlat individuals or groups external to the College, other
than Cty and State entitiesgssume full responsibility for any loss, damage or claims arisirt of use of

the facilities and agree tademnify, defend and hold harmless the University, the college, the Dormitory
Authority of the State of New York, State éw York, the City of New York and the appropriate

University related entity (where applicable), as well as their officers and employees, from any liability
arising out of the actions of the user, its agents, employees and invitees, incidental to thieeuseitity

by the user.

Audio Visual: Audio/Visual equipment requests must be submitted téthko Visual Departmerty the
user. Procedures are listed on AwelioVisual Services website at
http://www.jjay.cuny.edu/academics/1359.phpA link to the Audio VisualServices request form is also
provided on the electronic confirmation users receive once the rasingen booked klaquelina Lopes
Monteiro

News Media: If the event is open tthe news media please notify tBemmunications Officat extension
8628.

Expenses: Non-college/university groups esponsored by a John Jay academic department or office will be
charged for direct extraordinary expenses (maintenance, janitorial asetiwity) incurred by the College
in connection with the event.

Miscellaneous: The individual reserving space is responsible for submittirigl@ctronic Work Order for
the room setp prior tothe event. It is the responsibility of the reserving party to attend arevpre
meetings. A link to the work order system (Archibus) is provided on the electronic confirmation users
receive once the roolmas been booked yaquelina LopeMonteiro. Organizer must insure that all
arrangements (food, audiasual services, insurance, etc.) are completed at least seven (7) working days
prior to the events.

Items (including signs) may only be posted on easels, music stands or other free standinghegoghme
areas designated for that purpose. No items can be fastened / taped to walls, doors, glass and ceilings.
Candles, open flames or other hazardous materials are prohibited.

Non-college groups should provide a description regarding the naturearobtt@nization.
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http://inside.jjay.cuny.edu/compendium/assets/PDFs/JohnJay/Bus.008%20-%20Food%20Services%20Policy.pdf
http://www.jjay.cuny.edu/academics/1359.php
http://inside.jjay.cuny.edu/resource.aspx

Users are required to comply with all university and college rules and policies, and applicable local, state ar

federal |

North Hall - 445 West 59th St.

1212N

1311N

4302N

Faculty & Staff Dining Room
2nd Fl. (22041N)

Student Dining Room1 2nd Fl.
(2204N)

Multi -Purpose Roomi 2nd Fl.
(2200N)

Cyber Café/Rathskelleri 2nd Fl.
(22002N)

Cyber Lounge’i 2nd FI. (2306N)

Haaren-Building - 899 Tenth Ave Type of Room

Space/Room Inventory

Type of Room Square Footage

Conference Room 472 Sq. ft.

Lecture Hall 2,378 Sq. ft. / Fixed Seatinc
Lecture Hall 2,144 Sq. ft. / Fixed Seatinc
Dining Room 1,193 Sq. ft.
Special Events 5,324 Sq. ft.
Special Events 2,017 Sq. ft.
Computer Room 1,143 Sqft.

Computer Room

Square Footage

Dance Studioi C Level
Gymnasial 4th Fl. (w/divider up)
Main Gymnasium
Auxiliary Gym
531H
610H

630H

636.1H

Movie Lab Building
619 W. 54th St.

702 CR

BMW Bldg. 555 W. 57th St.

613 B
614B
615/616B (moveable divider)
615B
616B

Westport - 500 West 56th St.

Classroom 1,066 Sq. ft.
Academic 13,771 Sq. ft.
Academic 9,553 Sq. ft.
Academic 4,218 Sq. ft.
Conference Room 454 Sq. ft.
Conference Room 731 Sqft.
Conference Room 1,329 Sq. ft.
Classroom 861 Sq. ft.

Type of Room Square Footage

English Dept.
Conference Room

928 Sq. ft.

Type of Room Square Footage

Training Room 1,094 Sq. ft.

Training Room 1,087 Sq. ft.
Conference Room 1,731 Sq. ft.
ConferenceRoom 864 Sq. ft.
Conference Room 867 Sq. ft.

Type of Room Square Footage
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1,082 Sq. ft. / Fixed Seatinc

Special Equipment

Smart Classroont **
Smart Classroont **

Wireless Internet Access

Smart Classroont **
Wireless Internet Access
Wireless Internet Access

Wireless Internet Access

Special Equipment

Wireless Internet Access
Wireless Internet Access
Telephone jack, wirdess
internet access, projector

and screen, and kitchen
facilities (sink
microwave, range top,
storage cabinets).

Wireless Internet Access

Special Equipment

2 whiteboards, projector

and screen

Special Egupment

Wireless Internet Access
Wireless Internet Access
Wireless Internet Access
WirelessInternet Access
Wireless Internet Access

Special Equipment




Dining Facilities/Lobby Dining Hall 3,207 Sq. ft. net

New Expansian Building
524 West 58 Street

Type of Room Square Footage

*Exhibition and Event Room- Special Events 4,050 Sq. ft.
L3.64.0CE
Black Box- L2.83.0FE Special Events 1,337 Sq. ft.

Classroom
Classroom

112 Seat Classroom L2.84.0CE
115 Seat Classroom L2.85.0(E

1,695 Sq. ft. / Fixed Seating
1,714 Sq. ft. / Fixed Seatinc

Theater Lobby - L.62.00E Special Events 1,255 Sq. ft.
Administrative Conference Room Conference Room 1,484 Sq. ft.
L.61.00E

New Building Lobby -L.75.00 Special Events 4,245 Sq. ft.

Classroom
Classroom

76 Seat Classroom L.76.00E
250 Seat Lecture Hall L.63.00E

1,305 Sq. ft. / Fixed Seating
3,047 Sq. ft. / Fixed Seating

Cyber Café- 01.79.00E 01.111.0&8 Computer Rooms 1,503 Sq. ftea.

** Student Dining - 02.64.0E& Special Events 6,035 Sq. ft.

** Faculty Dining Lounge- 02.61.0&  Dining Room 1688 Sq. ft.

** Staff Dining Lounge - 02.65.0& Dining Room 312 Sq. ft.

Moot Court - 06.68.0&E Court 1,800 Sq. ft. / Fixed Seatinc
Conference Room- 09.64.0@ Conference Room 1,568 Sq. ft.

* Moveable divider
** Limited Availability
*** Smart Classroom- A "smart classroom” contains the following equipment:
1. A podium with the following:

Wireless Internet Access

Special Equipment

Wireless Internet Access

Wireless Internet Access
Smart Classroont**
Smart Classroont**

Wireless Internet Access

Wireless Internet Access

Wireless Internet Access
Smart Classroont**
Smart Classroont**

Wireless Internet Access

Wireless Internet Access

Wireless Internet Access

Wireless Internet Acces

Wireless Internet Access

Wireless Internet Access

- Dell computer with a flat panel monitor mounted on an ergonomic monitor arm

- a sepeaate DVD/VHS combination playean amplifier for sound projection

- a switch (used so that thraage can be seen on the computer monitor and projected simultaneously)

2. A ceiling mounted Epson projector
3. A manualy operated wallimounted screenwall-mounted speaker system



SPACE RENTAL RATES

FACILITIES

Small Conference Room

RENTAL RATE

(4 hour minimum)*

$ 7500 per hour

Room610HPr esi dent 6 s Conf er e $10000 perchoum)

Room 630HDining Room)
Classrooms

Double Classrooms

Large Lec¢ure Hall (1311N, 4302N)
BMW Training Rooms

MOVIE /COMMERCIAL RENTAL RATES

Student Cafeteria

Multi-Purpose Room

Student Cafeteria and MixPurpose Room
Faallty and Staff Dining Room

Exhibition and Event RoomL3.64.0E
Black BoxTheatre L2.83.0F

112 Seat Classroonl.2.84.0(E

115 Seat Classroonl.2.85.0(E

GERALD W. LYNCH THEATER RENTAL
Theater Lobby L.62.0(E

Administrative Conference Room L.61B0
New Building Lobby- L.75.00E

76 Seat Classroonl.76.0(E

250 Seat Lecture HallL.63.0CE

Cyber Café 01.79.0&/ 01.111.0&
Student Dining 02.64.0&

Faculty Dining Lounge 02.61.0@&

Staff Dining Lounge 02.65.0@&

Moot Court- 06.68.0E

Conference Room09.64.0&

59" Street Entrance Lobby (includes upper laigitop

sterﬁ)s)
11™ Avenue Lobby & Cascading Stairs
Rooftop Buy Oui Including Student Dining
Rooftop Outdoor Buy Out

Dining Facilities

*Note: The fixedrental rates listed above will be in effect even if the number of hours that the facility

is utilized is less than the 4 hour minimum.

$150Q00 per hour
$ 5000 per hour
$ 7500 per hou

$20Q00 per hour
$15Q00 per hour

$500.00 per hour

$250.00 per hour
$150.00 per hour
$400.00 per hour
$300.00 per hour
$10,000 Day Rate
Day Rate $10,000
TBD

TBD

Go to link

Go to link
$5,000Day Rate
TBD

TBD

TBD

Go to link

TBD

TBD

TBD

Day Rate $20,000
TBD

$15,000 Day Rte, plus security and student
egress costs

Day Rate $10,000
$40,000

$30,000

$300.00per hour


http://www.jjay.cuny.edu/Theater.php
http://www.jjay.cuny.edu/Theater.php
http://www.jjay.cuny.edu/academics/1137.php

DIRECT EXPENSES ASSOCIATED WITH RENTAL OF FACILITIES FOR OUTSIDE GROUP
EVENTS ONLY (all staff expenses are 4 hour minimum).

Electrician $ 10200 per hour
Maintenance (HVAC) $ 7600 per hour
Labores (set up and breakdown) $ 5900 per hour
Custodial (akan up and trash removal) $ 32.16per hour
Security $ 18.50 per bur

(# of guards required determined by Directobefpt. of Public Safedy

Audio/Visual Personnel (set up and remgval $ 3000 per hour
[hours for a/v personnel must include %2 hour prior to the event for set up of equipment and %2 hour after the
event fo removal of equipment]



Room Descriptions

Room 1212N(Conference Room)North Hall

1. For maximum seating capacity please see furniture layout.
2. Configuration is as follows:
e 6 rectangular tables with 24 seats.

3. Conference Room isservedby and under the respsibility of Office of Student Lifeand is used for

club meeting and general student meetings.
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Room 1311N(Lecture Hall) i North Hall

1. Maximum seating of 1®persons.
2. Configuration is as follows:

e Fixed seating tabletrm chairs.
e Small stage.
e Wheel chairs accessibility for 6 persons.
3. Lecture Hall is reserved lilie Office of Spac®lanning & Capital Projectislonday through
Saturdayduring normal building hour&:00 a.m. to 11:00 p.iandonly after academic cosesare

scheduled

4. This room is equipped with anBodium.

1311
LECTURE HALL 1300

TS5 STAFF
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/
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Room 4302N (Lecture Hall)i North Hall

1. Maximum seating of 16Bersongincluding area for wheel chairs)

2. Configuration is as follows:

e Fixed seating of tablet arm chairs.

e Room for 4wheel chairs.

3. This Lecture Hall is scheduled by the Office of the Regigir2b3IN, ext 8109)and used as a

classroom Monday through Saturday.

4. Lecture Hall is reserved lilie Office of Spac®lanning & Capital Projectsn Friday and Saturday

afteracadent courses are schedularing normal building hours (7:00 a.m. to 11:00 p.m.)

5. Lecture Hall is equipped with anBEodium.

43021
TOXICOLOGY
LAB

L/

43021
AN LYTICAL
WORKRM.

O

4302
LECTURE HALL

>

!

43024
SAFE AREA

@_\

’

43028
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Faculty and Staff Dining Room - 2" Eloor - North Hall

1. Maximum seating capaciB?2 persons

2. No changes to the configurati. Must be useds isfor all scheduled activities.

3. All special requests for itssemust be submitted timne Office of Spac®lanning & Capital Projects

4. Used for faculty and staff luncheoasd as a loungelonday through Thursday.

5
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Student Dining Room - 2" Floor - North Hall

1. For maximum seating capacity please see furniture layouts.
2. See below for different configurations:

e For round tables with stage setup see layouts 1 and 2.
e Fortheater style set up see layout 3

3. The Cafeteria is resexd bythe Office of Spac®lanning & Capital Projectdonday through
Saturdayduring normal building hours (7:00 a.m. to 11:00 p.m.).

4. Used for receptions, conferences and student functions.
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22041 |7 o
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22054
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] ' 0 E
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STAGE AREA 1017

8x24

22041 |[CAFETERIA

22041

FACULTY/

STAFF DINING ROOM
22059

STORAGE
CAFETERIA

I

SERVING

2204
STUDENT DINING RM.

# OF SEATS: 260

CI5' TABLE (26)
I3%6' SERVING TABLE
CICHAIR

J

John Jay College

NORTH HALL

Drawing: FURNITURE LAYOUT #1

of Criminal Justice ROOM 2204N
445 West 59th Street Scale: NOT TO SCALE
i John Jay College
To 213-pa7-8000" y g Release Version: 06/11/07
City University of New York Drawing No. 2204N.1
Drawing File No. JJ06—22041N

14




15



STAGE AREA ! . 3
824’ f / \

—
22057
22058
22041 ||CAFEI'ER|A
22041
FACULTY/
STAFF DINING ROOM
22059
STORAGE
CAFETERIA
SERVING
STUDENT DINING RM.
# OF SEATS: 240
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2204B
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John Jay College
of Criminal Justice

Tel: 212-237-8000
City University of New York

NORTH HALL

Drawing: FURNITURE LAYOUT #2

ROOM 2204N
Scale: NOT TO SCALE
Jaln. Jay College Release Version: 06/11/07
Drawing No. 2204N.2

Drawing File No. JJO6—22041N
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Multi -Purpose Roomi 2" Floor - North Hall

1. For maximum seating capacity please see furniture layouts.

2. See below for different configurations:

e For round tables setup see layout 1.
e For theater style setup see layouts 2 and 3.

3. The room is reserved lilie Office of Spac®lanning & Capital Prnects Monday througtSaturday
during normal building hour&:00 a.m. to 11:00 p.m.)

4. Used for luncheons, breakfast meeting, town meetings, conferences, and receptions.
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Cyber Café/Rathskeler (Computer Room)i 2" Floor - North Hall

1. Maximum seating of 20 persons.
2. Configuration is as follows:

e Fixed seating

3. All requests go to Bill Pangburn, Director of Instructional Technology Support Services, Room
1310N,ext. 8204.
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Cyber Lounge (Computer Room)i 2" Floor North Hall

4. Maximum seating of 40 persons.

5. Configuration is as follows:
e Fixed seating

6. All requests go to Bill PangburBirector of Instructional Technology and Support Services, Room
1310N at ext8204.

2308 2311
2303 HEALTH HEALTH
CLASEROOM OFFICE | QOFFICE

PN

l [

i
O O @ B
23085 23091
CYBER LOUMNGSE HEALTH OFFICE
RECEPTICOM

- -

} o 20
|

P
O k O 0 B [
2323 2322 H 2314
DolT PSYCHOLOGY LAB STUDEMT |
STORAGE/STOCK RM., DEVELOPWMEMNT [I'

23



Dance Studioi C-Level -Haaren- Building (899 Tenth Ave.)

1. For maximum seating capacity please see furniture layouts.

2. Seebelow for different configurations:

e For round tables setup see layout 1.
e For theater style setup see layout 2.

3. All academic sbeduling for Dance Studis under the responsibility of the Physical Education
DepartmentContactDanielle Rosario, Assistant to the Director of Facilities,Hi2st. 8396

4. Requests for neacademic use of the dance studio and requests from outsiges gnuist be
submitted tahe Office of Spac®lanning & Capital Projects

5. Mats are required if tables and chairs are used.

O

L

A
SCEMERY
SHOP THEATER

c1a c148
FITMNESS DAMCE STUDIO
CENTER FPHYS. ED.
FHYE. ED.
o T N R
L/\_l -tup
i £
c10 MEMN'S
POOL TOILET
PHYE. ED.

AT

24



25



