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Space Reservation Policy

e University policy applies for all events.

e Registered student organizations can request the use of
space. (See www.sao.cornell.edu for registration de-
tails).

o Allreservations MUST be submitted on-line (http://
registrar.sas.cornell.edu/Sched /R25)

e All requests or cancellations MUST be made at least 5
business days in advance.

¢ Reservation requests for Fall semester will be accepted
starting July 15. Reservation requests for Spring semes-
ter will be accepted starting November 15.

e Space will not be available for reservations from the be-
ginning of the study period until the end of finals for
each semester.

o Weekly requests may be made for meeting rooms only,
with the stipulations that each group is allowed only one
repeating event a week and the event does not exceed 4
hours. Organizations are permitted to reserve space for
repeating events for one semester per academic year.

All reservations are tentative pending the receipt of com-
pleted necessary forms (set up, equipment needs, UUP,
etc.) and information (account for billing, management
of event, etc.). If not completed two business days prior
to event, the space may be released.
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