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ubmitting Catering AFTER ubmitted

A HOME
SITE HOME MY HOME

—
CREATE A RESERVATION

To BROWSE for scheduled events, click EVENTS or LOCATIONS in the left navigation

BROWSE To request space, click [ @ CREATE A RESERVATION in the left navigation. Select the appropriate Reservation Template and click BOOK NOW. For information on each template click ABOUT

. EVENTS To review the status of your request, make changes to a request, or add catering or other services, click on @ MY EVENTS in the left navigation

@ LOCATIONS ) ) ) ) »
Space requests will be reviewed Monday through Friday. Space managers will try to respond to requests within 48 hours

LINKS Space requests are currently being accepted through May 19, 2018. Dates after May 19, 2018 will be grayed out.

Event Scheduling Tips Spaces must be requested 24 hours in advance (not including weekend hours). For last minute space requests please contact the Scheduling Office.

How to Request Catering Click on () for more information or help on that page or section.

Event Setup Form
Questions?

Event Calendar
Contact: schedule@skidmore edu

Tel: 518-580-5599




€ My Events/ Test beginning Jan 30, 2018 (296384)

RESERVATION DETAILS ADDITIONAL INFORMATION

# Edit Reservation Details
Event Name

Event Type

Group

1st Contact Name
Bookings

CURRENT PAST
—

Cancel Bookings  Booking Tools
Date ~

rd [-) Tue Jan 30, 2018

View Services | Manage Services

RESERVATIONS BOOKINGS
——
CREATE A RESERVATION

MY EVENTS
CURRENT PAST
BROWSE —

M EvenTs

Q@ LocaTiONS

LINKS

Skidmaore Event Scheduling Tips
Submitting a Catering Service R...
Service Only Request

Link to Facilities (Event Setup R...

Test
Special Programs

‘Wendy LeBlanc

Start Time End Time Time Zone Location

8:00 AM 9:00 AM ET Bolten Hall - 280

Search Reservations

First/Last Booking ~

Tue Jan 30, 2018/
Tue Jan 30, 2018
(single booking)

Reservation Tasks

Add Services
Cancel Services
Booking Tools

% Cancel Reservation

View Reservation Summary
Send Invitation

& Add to My Calendar

Location

Bolton Hall - 280

O Include cancelled bookings

Status

Requested

New Booking

Group

Spedial Progra...

Services

v

1D

296384

O Include cancelled reservations

Status

Requested
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My Events

" s iy

€ Test (296384)

Start Time End Time Service Type Estimated §

8:00 AM (0] 9:00 AM Ca ropoff (at Event) 12

Will alcohol (beer/wine) be served? *If alcohol is requested
outside of the banquet rooms, we require a PROPOSED MENU 30
day prior to acquire an alcohol permit

No
Are you planning on having a program associated with your
event?

No

Do any guests have dietary restrictions that require special
preparation? *

2| Information for Dining Services

none

d agree to the terms an Be Sure tO C“Ck the

“Terms and Conditions” box

Menu To Follow
Continental Breakfast
Hot Breakfast

Breakfast Staples (A La Carte)




=2 ems

- My Events

e iR

|| I have read and agree to the terms and co

Menu To Follow
Continental Breakfast
Pumpkin Bread Loaf
Continental Breakfast ||
Healthy Choice Continental breakfast
Hot Breakfast
Breakfast Staples (A La Carte)
Boxed Lunches
Lunch Buffet
Lunch Staples (A La Carte)
Pizza Party

Party Platters (A La Carte)

Cold Appetizers

Hot Appetizers

Snack Break (A La Carte)
Heavy Hors D'oeuvres
Desserts (A La Carte)

All-Inclusive Buffet Options

Continental Breakfast |




Continental Breakfast Il (serves 1) - $7.00

Choice of two Sweet Breads, Hand Fruit, Yoplait Yogurt with Skidmere's homemade Granola
Azsorted Juices Coffee/Tea service Pitchers of Water
0.1 Assorted Sweet Breads

1 Seasonal Whole Fruit

0.5 Servings of Fresh Brewed Decaf Coffee

0.1 Water (Pitchers)

0.2 Tropicana Orange Juice (1 Quart)

0.1 Tropicana Apple Juice {1 Quart)

1 Servings of Fresh Brewed Regular Coffee

0.1 Tropicana Cranberry Juice (1 Quart)

0.5 Servings of Hot Water/Assorted Teas

+ (min12)

Special Instructions




< Test (296384)

Your selected
services will

Select Services

Xt Step

Dining Services Services Summary

Start Time End Time Service Type Estimated © Dining Services, 8:00 AM - 9:00 AM, Catering Dropoff (at Event), Estimated Count: 12 #

8:00 AM @ 8:00 AM (0] Catering Dropoff (at Event) v 12

e 12 Continental Breakfast 11l

Package includes the following items:

& 0.1-Assorted et Breads
hole Fruit

f Fresh Brewed Decaf Cof

Will alcohol (beer/wine) be served? *If alcohol is requested
outside of the banquet rooms, we require a PROPOSED MENU 30
day prior to acquire an aleohol permit

No v

Are you planning on having a program associated with your
event?

No v

eas

Do any guests have dietary restrictions that require special
preparation? *

No v

Additional Information for Dining Services

none

@ | have read and agree to the terms and conditions

Menu To Follow

Continental Breakfast

Pumpkin Bread Loaf Continental Breakfast |

Continental Breakfast || Continental Breakfast Il




A HOoME
RESERVATIONS  BOOKINGS

——
m CREATE A RESERVATION

Search Reservations O include cancelled reservations
CURRENT PAST
BROWSE I
A =venTs Name First/Last Booking ~ Location Group Services D Status
Q LocaTioNs 2 Tue Jan 30, 2018/ Bolton Hall - 280 Special Progra... v 296384 Requested
Tue Jan 30, 2018
(single booking)
LINKS

Skidmore Event Scheduling Tips
Submitting a Catering Service R...
Service Only Request

Link to Facilities (Event Setup R...

€ My Events/ Test beginning Jan 30, 2018 (296384)

RESERVATION DETAILS ADDITIONAL INFORMATION

Add Services

# Edit Reservation Details

Cancel Services

Event Name Booking Tools

% Cancel Reservation

Event Type Test

B View Reservation Summary
Group Special Programs

Send Invitation

1st Contact Name ‘Wendy LeBlanc & Add to My Calendar

Bookings

CURRENT

Cancel Bookings  Booking Tools New Booking

End Time

PAST O Include cancelled bookings

Date ~ Start Time Time Zone Location Status

& L]

Tue Jan 30, 2018 8:00 AM 9:00 AM ET Bolten Hall - 280 Requested

View Services | Manage Services



your spa



A HOME
SITE HOME MY HOME
I
CREATE A RESERVATION

To BROWSE for scheduled events, click EVENTS or LOCATIONS in the left navigation

BROWSE To request space, click [ [ﬂ CREATE A RESERVATION in the left navigation. Select the appropriate Reservation Template and click BOOK NOW. For information on each template click ABOUT

M events

To review the status of your request, make changes to a request, or add catering or other services, click on [ﬂ MY EVENTS in the left navigation

9 LocaTiOns , ) , ) .
Space requests will be reviewed Monday through Friday. Space managers will try to respond to requests within 48 hours

LINKS Space requests are currently being accepted through May 19, 2018. Dates after May 19, 2018 will be grayed out.
Event Scheduling Tips Spaces must be requested 24 hours in advance (not including weekend hours). For last minute space requests please contact the Scheduling Office.

How to Request Catering Clickon () for more information or help on that page or section.

Event Setup Form
Questions?

Event Calendar
Contact: schedule@skidmore.edu

Tel: 518-580-5599




Room Request 0 unoe & -
. w0

My Reservation Templates
1 chEATE A RESERVATION

B urovanTs

Dining Hat
Dining Hal Meal Ticksts & Tabie Liner

Tang

About The "Space Request" Template

Taties & Poster 5paces

INFORMATION BOOKING RULES
——

Use this reservation template for all space requests EXCEPT the following: Murray-
Aikins Dining Hall, Tang, College Vehicles, Group Study Rooms, and Service Only
requests.

DO NOT include set-up/tear-down time in the “Start Time™ and "End Time" only put the
EXACT times of the event. You may add set-up/tear-down time in the Reservation
Details

If you request a room less than 24 hours in advance you will receive an error message.
Requests for space less than 24 hours in advance must be made through the
Scheduling Office.

Dates after May 19, 2018 will be grayed out. To request space after date please
contact the Scheduling Office.

Catering requests and menus must be must be submitted at least two weeks
before your event. Contact Dining Services for special requests. Step-by-Step HOW
TO REQUEST CATERING information may be found on the Scheduling Web Page -

Book Now With This Template




ace Regues

= Eems Room Request

3 Reservation Detal

Date & Time Selected Rooms

Date Your selected Rooms will appear here.

=] Recurrence

Start Time End Time i atching your search criteria will apgear here,

@ Let Me Search For A Room

Room Types Add/Remave

fall)

Feal Add/Remove

{nene)

Number of People




INnding a Room

= Fiems

Room Request © wegnsoe & -

% Space Request @ My Cart (0)

1 Rooms 2 Services 3 Reservation Details
—

New Booking for Mon Jan 8, 2018

Date & Time Selected Rooms

Date Your selacted Rooms will appear here.
Mon 01/08/: 8 R
. eeurrence Room Search Results

Start Time End Time Rooms matching your search criteria will appear here.
8:00 AM (o] 2:00 AM o]

Create booking in this time zone

Eastern Time

Locations

(all)y

4= \/iew all available rooms

© Let Me Search For A Room

Room Types

(ally

Features Add/Remove

(none)

Number of People

. 4= Modify your search by certain
=3 criteria's (classroom, white

@ 1Know What Room | Want board’ Capaclty, etC.)




All Availlable Rooms

Room Request ©  weznsoe &

x Space Request @ "y Cart (0)

1 Rooms 2 Services 3 Reservation Details

New Booking for Tue Jan 30,

Date & Time Selected Rooms

Date Your selected Rooms will appear here.
Tue 01/30/2018 R
' e ecurrence Room Search Results

Start Time End Time SCHEDULE
@ 2:00 AM .
[J Favorite Rooms only. ind A Roor
Create booking in this time zone 9 12PM 1 2 "
Eastern Time
Rooms You Can Reserve

Locations Add/Remove

@l Media Services Space:

0 Recording Reom 1

©Q Recording Room 2

Rooms You Can Request

Room Types Add/Remove

(all) Bolton Hall (ET)

Features Add/Remove

(non

MNumber of People

@ 1Know What Room | Want




Room Request © wezanooe & -

Rooms You Can Reserve
Locations Add/Remove
@l Media Services Spaces (...

© Recording Room 1

© Recording Room 2

@ Let Me Search For A Room
Rooms You Can Request

Room Types Add/Remove

Bolton Hall (ET)

Q w0
Features Add/Remove
(none) Q o

(all)y

Number of People o 102

° o 103

@ 1 Know What Room | Want

o 382
Calendar Only (ET)
[+] Calendar Only
0 Calendar Only #1
O Calendar Only #2
[+] Calendar Only #3

O Calendar Only #4

© calendar only #5




Enter attendance for your event and click “add room”

*When requesting tables, poster space, etc. enter “1”




Room Request @

——

Megan Bove 6 b4

x Space Request @ A UESUTII Create Reservation

2 Services 3 Reservation Details

New Booking for Tue Jan 30, 2018

Date & Time Selected Rooms \# Attendance & Setup Type

Date Q 20

Tue 01/30/2018 ] Recurrence Room Search Results

Start Time End Time LIST ~ SCHEDULE
I
8:00 A O] 9:00 AM o]

[[] Favorite Rooms only. Find A Room

!

Create booking in this time zone
Eastern Time
Rooms You Can Reserve
Locations Add/Remove

Media Services Spaces |.
(all)

0 Recording Room 1

Let Me Si h For A R
Rooms You Can Request

Room Types Add/Remove
(all)

0 Recording Room 2

Bolton Hall (ET)

o 100
Features Add/Remove

(none) [+ IRTY
Number of People O
o (+)

@ 1Know What Room | Want o

mn




Room Request ©  wegncoe & v

% Space Request & T My Cart (1)

2 Services 3 Reservation Details
Services Fg@our Reservation 2

Services Summary

Start Time [ET) End Time [ET) Service Type Estimated Count @ Dining Services, 12:00 PM - 1:00 PM, Catering Dropoff (at Event), Estimated Count: 15 &

1 PM (o] 1:00 PM C: off (at Event) 15
Baked Ham and S Boxed Lunch &

Will alcohol (beer/wine) be served? *If alcohol is requested Grilled Chicken Breast Boxed Lunch #
outside of the banquet rooms, we require a PROPOSED MENU 30

day prior to acquire an alcohol permit Mediterranean Vegetable Boxed Lunch-Vegetarian #

N Turkey Croissant Boxed Lunch &
No

Are you planning on having a program associated with your
event?

No

Do any guests have dietary restrictions that require special
preparation? *

No

Additional Infoermation for Dining Services

¥ | have read and agree to the terms and conditions

enu To Follow

5:06 PM
AR e
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i oms Room Request ©  egmboe & -

A HOME

CREATE A RESERVATION

MY EVENTS

5p
BROWSE
College Owned Vehicle Request Form
A Eevents
Dining Hall
Q@ LocaTions

Dining Hall Meal Tickets & Table Linen Only

Tang
e Event Scheduling Tips
Tables & Poster Spaces
Submitting a Catering Service R...
service Only Request Library Group Study Room

Link to Facilities (Event Setup R...




x Catering Only @

New Booking for Thu Feb 1, 2018

Date & Time

Date

Thu 0 8 Recurrence

Start Time End Time
12:00 PM o 1:00 PM

Create booking in this time zone

Eastern Time

Location Details

vice Request

Location *

Special Program:

1 Service Availability 2 Services

30 PM at least 5 d. prior to the start of the book
ng Building
Request

» Lucy Scribner House

+ Parking Lots

3 Reservation Details

0 Megan Bove 6 v

Create Reservation
Next Step




[
= -wiems

Room Request

At TR

x Catering Only @

ervice Availability

Services For Y Reservation

End Time [ET] Service Type Estimated Coun
@ 1:00 PM Caterin ropoff (at Event) 10
Will alcohel (beer/wine) be served? *If alcohol is requested

outside of the banquet rooms, we require a PROPOSED MENU
30 day prior to acquire an alcohol permit

Mo

Are you planning on having a program associated with your
event?

No

Do any guests have dietary restrictions that require special
preparation? *

lain in Special Instructions

ditional Information for Dining Services

ey 0
st with gluten allergy

|| | have read and a2 o the terms and

Menu To Follow
Continental Breakfast

Hot Breakfast




Menu To Follow

Continental Breakfast

Hot Breakfast

Breakfast Staples (A La Carte)
Boxed Lunches

Lunch Buffet

Lunch Staples (A La Carte)
Pizza Party

- 16" Round 8-cut

1 Toppin

Mini Gluten-Free Pizza

Party Platters (A La Carte)

Cold Appetizers
Hot Appetizers
Snack Break (A La Carte)

Heavy Hors D'oeuvres

Veggie Pizza - 16" Round 8-cut
1 Topping Pizza - 16" Round
opping Pizza - 16" Rount

Ch izza - Squ

Mini Dairy-Free Pizza




x Catering Only @ Create Reservation

1 Service Availability 2 Services 3 Reservation De

Services For Your Reservation Next Step

Dining Services Services Summary

Start Time [ET) End Time [ET] Service Type Estimated @ Dining Services, 12:00 PM - 1:00 PM, Catering Dropoff (at Event), Estimated Count: 10 &

12:00 PM (o] 1:00 PM Catering Dropoff (at Event)
e Mini Gluten-Free Pizza o

Will alcohol (beer/wine) be served? *If alcohol is requested -] 2 Topping Pizza - 16" Round 8-cut &
outside of the banquet rooms, we require a PROPOSED MENU
30 day prior to acquire an alcohol permit

No

Are you planning on having a program associated with your
event?

No

Do any guests have dietary restrictions that require special
preparation? *

Y plain in Special Instructions

Additional Information for Dining Services

1 guest with gluten allergy

[# | have read and agree to the terms and conditions

Menu To Follow
Continental Breakfast

Hot Breakfast




Mini Gluten-Free

Party Platters (A La Carte)

Cold Appetizers

Hot Appetizers

Snack Break (A La Carte)
Heavy Hors D'oeuvres
Desserts (A La Carte)
All-Inclusive Buffet Options

Beverages (A La Carte)

Billing Information

SCIP Account Number




eservation Details

Event Details

Event Name *

Special Programs Lunch

Group Details

Group *

Special Programs

1st Contact

Wendy LeBlanc

1st Contact Phone *

518-580-5594

1st Contact Email Address *

wleblanc@skidmore.edu

Billing Information

pccount Number

Service Availability 2 Services

Event Type *

Lunch

1st Contact Fax

518-580-5548

3 Reservation Details

Create Reservation

Create Reservation




Your request has now been successfully entered! Click “OK”




f)  QUESTIONS? P,

e |

PLEASE CONTACT


mailto:SCHEDULE@SKIDMORE.EDU
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