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Health Sciences Library Meeting Room Billing Form (4/20/22 Version)
Use this form to bill UW and UW-sponsored groups that use the Pacific Room for events and other charges. For more information about use policies, equipment, and room configurations, see http://hsl.uw.edu/topics/hsl-meeting-and-study-space-reservations. Please submit this form to hslrooms@uw.edu. Event cancellations more than one week prior to event date will not be billed.

	Customer Information:

	Name
	

	Phone
	

	Email
	

	Department
	

	UW Box Number
	

	Organization Name (if applicable)
	

	Event Information:

	Title
	

	Approximate Number of Attendees
	# Faculty ___________ # staff ___________ # students ______________

# non-UW community_________ Under 18 _________Total = ___________

	List support needed before/during mtg
	Describe Tech support & room configuration needed below:

	1. Tech Support
	

	1. HSL Configure Room ($25)

2. Renter Configure Room (Free)
	

	Date(s)
	

	Time(s)
	

	Billing Information:

	UW Budget Number / PCA Codes
	BN:                         /  PCA ( Task:              Option:              Project:                  )

	Budget Name
	

	Budget Coordinator Name
	

	Budget Coordinator Email
	


*** This reservation is confirmed and will be billed following the event.

FOR OFFICE USE ONLY – DO NOT COMPLETE

	Room Rates:                                                                                                                                                             Total

	Pacific Room
	$45 per hour ($350 max/day)
	$

	Conference Rooms T223, T319
	$45 per hour ($350 max/day)
	$

	TRAIL
	$45 per hour ($350 max/day)
	$

	

	Reservation outside business hours (M-F 8-5)
	$100 per hour
	$

	
	Sub-Total Charge:
	$

	Cancellation Date:
	
	      /     /  

	Cancellation Fee:
	50% of total charges if cancelled less than one-week prior event
	$

	Room Set up fee for HSL staff assistance
	$25 each for setup (including TRAIL)
	$

	Clean up & Damage fees assessed post mtg
	Cost determined after assessment (including TRAIL)
	$

	
	Total Charge:
	$





   /      /

Signature of Library Staff Member
Date
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