UNIVERSITY OF WASHINGTON

DEPARTMENT OF RECREATIONAL SPORTS PROGRAMS

310 IMA Building, Box 354090, Seattle, WA 98195

Tel.:  (206) 543-4590
http://depts.washington.edu/ima
Fax.:  (206) 685-4661


Date:

March 28, 2016
To:  

Yvonne Horner ~ Department of Medicine (yvonne11@uw.edu)

From:

Julie Schroeder


Recreational Sports Programs, Box 354090

Subject:
USE OF IMA MEETING ROOM
Your request for use of the IMA MEETING ROOM has been approved for Thursday, May 26th, 2016 from 7:30am - 5:30pm.  Estimated costs of the rental are listed below.
	Date 
	Actual Time
	Location
	Hours
	Cost / Hr
	Total

	Thursday, 5/26
	7:30am-5:30pm
	IMA Meeting Room
	10
	$15.00
	$150.00

	
	
	
	
	
	

	 
	 
	 
	 
	TOTAL
	$150.00


Terms or conditions that are required include:

· It is very important that you clean up at the close of the event and use trash/recycling receptacles as necessary. 
· You may use the freezer for a tub of ice cream.  A key to the kitchen can be obtained at the IMA member services desk.

· One 6’ table and two 8’ tables can be provided

· 4’ x 10’ table cannot be moved out of meeting room

· 50 chairs provided

· Exit door to outside plaza can be unlocked for your convenience.

· Catered food can be brought into meeting room

· Your group is responsible for the set-up of the room

· Parking Services must be contacted for any special parking arrangements.  IMA is not responsible for the parking areas. 

· Additional garbage receptacles can be provided.

If there are any conflicts, questions, or if there are any changes or cancellations in the schedule, please contact me at julies14@uw.edu or 206-616-7345.
Good luck with your event!  


