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Reservations Quick Reference

Qualifying questions:
Date and nature of event, i.e. meeting, conference, multiple days, tabling, luncheon, receptions, presentation, etc. 
How many attendees?
Do you have a room preference? 
What type of room are you looking for meeting, auditorium, or board table?
Is customer a student, staff, non-profit, or off campus?

Next:
Quote options and rates
Talk about parking
Ask about catering, explain food policy. Chartwells 801-581-7256
If there’s a charge for the room, who is paying?
	Get payment up front for all kiosk/vendors, and off campus groups
Make sure to get their name, department or student group, contact information (cell phone, department/student group, and email address)
Email copy when finished

Equipment and Setup:
Ask if they need AV
For rooms that require a setup: Den, Collegiate, Saltair, Parlor A, Pano E, Crimson View, and Ballrooms, we need complete setup details, i.e., auditorium style, round tables, U-shape, hollow square, refreshment tables, and registration tables.

No phone lines on 3rd floors or Crimson View - 2 speaker phones - All conference calling must call Telecommunications for conference calling and phone cards for long distance.
No risers upstairs, Chartwells owns the freight elevators
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