Conference/Meeting Room Requests

Harvard Center for Population and Development Studies (HCPDS)
Policies and Procedures
Introduction

The Harvard Pop Center has three meeting rooms: one large and one small conference room in the Bow Street location and one meeting area (open) in the Plympton Street building.

To reserve space, meetings must involve Pop Center faculty, fellows, and staff OR other Harvard faculty or departments affiliated with the Pop Center. The rooms are adjacent to HCPDS offices and visitors need to be considerate and not disrupt the day-to-day operations at HCPDS. 
The hours available for reservations are 9:00am to 6:00pm, Monday to Friday, except University holidays. Time periods after 6 PM or on the weekends will also be considered. 
Capacity and Resources
	Location of Conf Rm
	Maximum Room Capacity
	Resources

	9 Bow Street
Main Level
	40 – conference table
	Wireless computer
Projector 
Conference Phone(1) 

	9 Bow Street
Lower Level
	4 – conference table

	Conference Phone(1)


	22 Plympton Street 
	8 – conference table

	Projector & Screen
Conference Phone(1)


 (1)  Long distance arrangements must be made by users. 
Guidelines

Booking of all conference rooms must be made in advance by completing Request Form and e-mailing it to Panka Deo at pdeo@hsph.harvard.edu.
Cancellation notification should be given 24 hours in advance. 

Event organizer is responsible for catering order/billing, set-up/clean-up, marketing and general staffing of the event. 

Set-up/clean-up: Staff must arrive at least half an hour prior to event to set up table and chairs and other equipment and oversee caterer. Staff must remain after the event to clean up food and take away everything brought into the room.

Security

Both Bow Street & Plympton Street buildings remain locked at all times. Staff should be on hand to let visitors in the buildings. We cannot allow the doors to be propped open. 
