2011-2012 Drake University

Meeting Room Guide

for Student Groups

Space
Contact
Capacity
Costs
Hours
Accommodations/Restrictions


Person

Bell Center
Reservations:
varies by area
Center:
by arrangement
•volleyball and basketball courts

Mike Ball

$25-100/hr

•aerobics room, exercise machine room

x4876

lifeguard: $10/hr

•racquetball courts in Knapp available





•lifeguard needed for every 25 people





•wheelchair accessible

Black Cultural
Reservations:
15-20 living rm
none
by arrangement
•complete request form in SLC in Olmsted
Center
Gloria Lawless
10 dining room


•request space 1 week in advance
1149 - 28th St.
x3711
Second floor:


•no alcohol

Approval:
8 NW room-table


•no admission may be charged 

Melissa
6 SW room-chairs


•food allowed, must clean up, kitchen facilities available

Sturm-Smith
6 NE room-chairs


•10 stacking chairs available

x3761



•$20 charged, if key not returned by 10 am of next day 





•additional rules on request form





•not wheelchair accessible

CAYA House
Reservations:
15
none
by arrangement
•complete request form in SLC in Olmsted
1155 - 28th St.
Gloria Lawless



•request space 1 week in advance
x-4716
x3711



•food allowed, must clean up, kitchen facilities limited.
(Come As
Approval:



•no admission may be charged
You Are)
Melissa



•no alcohol

Sturm-Smith



•not wheelchair accessible

x3761



•$20 charged, if key not returned by 10 am of next day





•additional rules on request form
Classrooms

Kevin Moenkhaus
varies by room
none
Daily
• no food or drink allowed

x3902
10-350

by arrangement
•some room are wheelchair accessible





•availability varies from day to day





•view available rooms on blueView home page in





“Room/Events Scheduler”- still need to reserve through Kevin
Cowles Library
Susan 
250 lecture
none
8 am - 10 pm
• reserve at least 2 weeks in advance
Reading Room
Fink
190 w/tables


• AV equipment must be reserved through Drake Tele-

x3994



Media x-2432

Approval:



• Sodexo must cater all events involving food 

Dean Henshaw



• special events only
Cowles Library
Susan
one 10-12 
none
8am – 10 pm
• reserve at least 2 weeks in advance
Conference 
Fink
person room


• AV equipment must be reserved through Drake Tele-
Room
x3994



Media x-2432





• Sodexo must cater all events involving food

Fieldhouse
Reservations:
1,500
$750/day plus
negotiable
•contact Michael Ball for specific needs

Michael Ball

costs or

•wheelchair accessible

x4876

10% of gross 



plus costs
Space
Contact
Capacity
Costs
Hours
Accommodations/Restrictions


Person 
First Year Hall
Hall Director 
30
none
8am-11pm
•no alcohol
Classroom
in the specific 



•7 day advance reservation

Residence Hall



•must clean up





•wheelchair accessible





•Contact Number: 






CA: x2427











CR: x2979






HE: x2971






ST:  x2468
Goodwin-Kirk
Shannon Lagan       
12-25
none
8am-11pm
•no alcohol
Beach Room
x2400



•7 day advance reservation





•must clean up





•wheelchair accessible

Helmick
Gloria Lawless

usually none
by arrangement
• Band or large PA: sound permit $20, 1 week in advance
Commons




• Student organization gets the permits
(ALL
Approval:



• Complete Outdoor Reservation Form in SLC, put full 
OUTDOOR
Melissa Sturm-



details on form
AREAS)
Smith



• Reserve at least 3-4 weeks in advance
Jewett Hall
Jewett ARHC
30
none
8am-11pm
•no alcohol
Basement
x3216



•7 day advance reservation





•must clean up





•wheelchair accessible

Knapp Center
Reservations:
7,000
$1,750/day plus
negotiable
•contact Michael Ball for specific needs

Michael Ball

costs or

•wheelchair accessible

x4876

10% of gross plus



costs
La Casa 
Reservations:
12-16 living rm
none
by arrangement
•complete request form in SLC in Olmsted
Cultural
Gloria Lawless
10 meeting rm (2)


•request space 1 week in advance
1151 - 28th St.
x3711



•no alcohol

Approval:



•no admission may be charged

Melissa



•food allowed, must clean up

Sturm-Smith



•kitchen facilities available

x3761



•$20 charged, if key not returned by 10 am of next day 





•additional rules on request form





•not wheelchair accessible 

Madelyn M.
Reservations 
250 standing
table & chairs
by arrangement
•Sodexo Campus Services must cater food
Levitt Hall of
Mark Dylo
96 banquet
provided, additional
•no red wine or 
•all arrangement through Olmsted Center
Honor
x3987
100 theater
cost for special
 chocolate, or candles
•wheelchair accessible
Old Main
reservations@

draping of tables

•Sheslow Auditorium booked thru Marilyn Dean x2018

drake.edu





Medbury Hall
Charlene Skidmore     40 maximum,
none
M-F 8a-4:30p
•academic-oriented groups only, must reserve
Honors Lounge
x2999
conference table

evenings &
•computer rm. attached, must be willing for walk 


seats 20

weekends by
•food allowed, must clean up, attached kitchen




request
•folding chairs must be returned to area under stairs

Space
Contact
Capacity
Costs
Hours
Accommodations/Restrictions


Person



Morehouse 
Reservations:
125
none
8a-11p
•no alcohol
Ballroom
Pamyla Stewart



•not wheelchair accessible

x3367



•7 day advance reservation

Approval:



•No furniture provided

Morehouse ARHC



•No excessively loud music past 10 pm

x3265



•Courtesy hours in effect 24 hours a day

Morehouse 
Reservations:
10
none
8a-11p
•no alcohol
Fishbowl
Pamyla Stewart



•not wheelchair accessible

x3367



•7 day advance reservation

Approval:

Morehouse ARHC

x3265
Olmsted
Mark Dylo
20
room-none
7:30a-11:30p
•must use Sodexo Campus Services
TMR 131
x3987

water pitcher-$2

•wheelchair accessible




reservations@

paper or cloth 

•must be registered student organization

drake.edu

table covers $2.50








Olmsted
Mark Dylo
16 board
see TMR 131
see TMR 131
see TMR 131
310
x3987
24 banquet



42 auditorium


20 seminar

Olmsted
Mark Dylo
16 board
see TMR 131
see TMR 131
see TMR 131
311
x3987
24 banquet



42 auditorium


20 seminar

Space
Contact
Capacity
Costs
Hours
Accommodations/Restrictions
Person
Olmsted
Mark Dylo
16 board
see TMR 131
see TMR 131
see TMR 131
312 
x3987
24 banquet



42 auditorium


20 seminar

Olmsted
Mark Dylo
16 board
see TMR 131
see TMR 131
see TMR 131
313
x3987
24 banquet



42 auditorium


20 seminar 

Olmsted
Mark Dylo
25 board
see TMR 131
see TMR 131
see TMR 131
Drake Room 
x3987



LCD projector, dry erase board

Olmsted 
Mark Dylo
192 banquet
see TMR 131
see TMR 131
see TMR 131
Parents Hall
x3987
200 auditorium


•must reserved 10 days in advance
South

72 seminar


•must complete Meeting Services Request Form
Olmsted 
Mark Dylo
240 banquet
see TMR 131
see TMR 131
see TMR 131
Parents Hall
x3987
300 auditorium


•must reserved 10 days in advance
North

78 seminar


•must complete Meeting Services Request Form

Olmsted
Mark Dylo
480 banquet
see TMR 131
see TMR 131
see TMR 131
Parent Hall
x3987
500 theater


•must reserve 10 days in advance
JOINED

150 seminar


•must complete Meeting Services Request Form
Olmsted 
Mark Dylo
226
see TMR 131
see TMR 131
•LCD projector, VCR/DVD, podium microphone
Bulldog 
x3987



•must be registered student organization
Theatre





Performing
Marilyn Dean
460-auditorium
running lights
by arrangement
•  reserve your date 3-6 months in advance, 
Arts
x2018
250-Weeks 
$15/hr; house staff
•event subject to being   schedule fills very quickly; 
Hall

Gallery/Lobby 
$8/hr; pro-tech staff
bumped if 250 or fewer  more dates available in fall semester
Fine Arts

 for receptions
$25/hr; ticket sales
people are expected
Center


$40/wk; box office
(at least 4 wks. notice
•Sodexo must cater food and drink in lobby



at event $20/hr;
is given)
•no food or drink permitted in auditorium or back stage



piano tuning $50;
•if using University’s
•physical stage arrangements, 10 days in advance



addl. costs found on
lighting must use



Direct Cost and Re-
FAC staff



gistration Form.
•professional sound
•6-8 ushers for event - group provides




and light eqpt may be
•must meet w/ Marilyn Dean at least 15 days in advance 




brought in
to finalize details





•must clean up





•wheelchair accessible






•additional rules and costs on reservation form


Space
Contact
Capacity
Costs
Hours
Accommodations/Restrictions

Person 
Pomerantz
Mark Dylo
14-20
none

hours Olmsted
•no food or drink
Main Floor
x3987



is open
• dry erase board and markers (check out from SLC)
Conference 





•14 swivel chairs 
Room


Pomerantz 
Mark Dylo         
300 standing
none
hours Olmsted
•Sodexo Campus Services must cater food
Stage Area
x3987
162 theater

is open
•no alcohol





•LCD, VCR/DVD, audio equipment





•wheelchair accessible





• 2 pool tables, 6 dart boards

Scott Chapel
Charlene Skidmore      24 seated
none
8 am-4 pm
•primary use meditation and prayer service 

x2999



•wheelchair accessible





•no food or drink





•no sound system available




Sheslow
Marilyn Dean
773-auditorium
See Performing 
by arrangement
•see Performing Arts Hall
Auditorium
x2018
150-lower 
Arts Hall

•Madelyn M. Levitt Hall of Honor booked through x3987
Old Main 
Judy Drury
lobby



                           
x4031
St. Catherine of 
Main Office
8-mtg. room (1)
none,
by arrangement
•no smoking or alcohol
Siena Catholic
x4747
80-main lounge
donations

•wheelchair accessible
Student Center
saint.catherine@

accepted

•after hours, must have stu./non-stu. member of parish
1150 - 28th St.
drake.edu



present, pick up key before event (Tues-Fri, 8 am - 4pm)





•food allowed, must clean up and vacuum, limited kit-





chen facilities available





•round & conference tables available





•must do own set up & restore room to original set-up







•must fill out request form
Tennis Center
Michael Ball
100
$25-100/hr.
by arrangement
•no shoes worn on the street allowed

x4876

plus costs

•no solid black soled shoes allowed





•wheelchair accessible
Wesley House
Ted Lyddon
30 - 1st floor
none/
by arrangement
•no smoking or alcohol
2718 University
-Hatten
gallery
donations

•sink and refrigerator available

274-3133

accepted

•wheelchair accessible

lyddonhatten@drake.edu


•must clean up





•facilities not available during scheduled Wesley







Foundation activities 


