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Reserving a Conference Room: 

1. Eligibility and Priority for Use of Conference Rooms: Organizations may reserve 
conference rooms when they are available, and meetings do not conflict with activities 
scheduled by NNYCF and / or tenants residing in the Philanthropy Center.

• If a conflict should arise, we will work with your organization to either relocate the 
meeting to another room or reschedule to another day.

• We reserve the right to deny room usage to any organization based on the 
Philanthropy Center's priorities or policies.

2. Scheduling: Scheduling must be made at least 14 days in advance. Signed usage policy 
and copies of any applicable insurance certificates must be received within 14 days of the 
scheduled event.

3. Contact Information: To reserve a meeting room at the Philanthropy Center, please contact 
the Community Foundation at 315-782-7110.

4. Availability of Conference Rooms: Conference rooms will be available and reserved on a 
first-come, first-served basis, except in the instance that an NNYCF event conflicts with the 
reserved date.

• Conference rooms are available weekdays during NNYCF normal business hours of 
8:30 a.m. to 4:30 p.m.

■ Meetings are not allowed to start or end outside normal business hours.
• Requests to use the Philanthropy Center for two or more consecutive days will be

reviewed on a case-by-case basis.
• If you find you need to cancel your reservation, please notify us as soon as possible

so that we may accommodate other organizations.
• Failure to do so may result in a cancellation fee of $25 and/or inability to reserve the

facilities in the future.

5. Philanthropy Center Tenants on the third floor wishing to hold meetings outside of these
hours (evenings and weekends) will be limited to use of the third-floor conference room.

• The building will remain secured, and tenants will be responsible for personally
admitting meeting attendees to the building and escorting them to the third-floor
conference room.

• Exceptions for use by Philanthropy Center tenants of the facilities outside of
normal operating hours will be reviewed and approved on a case-by-case basis
by NNYCF staff.

6. Site Visit: Organizations who have not used the NNYPC facility in the past, are
encouraged to perform a site visit NNYCF staff at least 14 days prior to the requested use
date. The purpose of the site visit is to ensure the room requested will meet the
organization's needs and give your organization's representative an overview of the
building, as well as coordinate any possible technology needs.
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1. Conference Rooms and Accessories Available:
■ Conference rooms are designed to host gatherings that will require tables and 

chairs.
■ Select a room that will accommodate your meeting size and needs.
■ All conference rooms on the first floor are Americans with Disabilities Act

(ADA) accessible.

2. Other Facility:
■ The Philanthropy Center offers a small kitchen with a microwave and full-size 

refrigerator.
■ There are two restrooms next to the main entrance

3. Use During Regular Business Hours: Philanthropy Center rooms are available 
during our normal business hours of Monday through Friday, 8:30 a.m. to 4:30 p.m.

■ The Community Foundation does not employ staff beyond our regular 
business hours of 8:30 a.m. to 4:30 p.m., Monday through Friday.

■ As there are costs associated with keeping the Philanthropy Center open at
times other than regular business hours, requests for events will be reviewed
and approved only on a case-by-case basis.

Room Descriptions: 

Room One: 
■ Setting: Board-style seating 20
■ Technology: Monitor with HDMI port for ease of use

Room Two: 
■ Setting: Board-style seating 12
■ Technology: Mobile Monitor with HDMI connection

Room Three: 
■ Setting: Theater-style with seating up to 45
■ Technology: Monitors with HDMI port for ease of use. Monitors

can be set up to display simultaneously

Room 4: 
■ Setting: Board-style seating 10
■ Technology: Monitor with HDMI port for ease of use

NOTE: Room and seating capacity is based on permitted building occupancy and 
acceptable room occupancies set by local fire codes. We cannot accommodate 
meetings and/or groups that require seating greater than capacities outlined above. 

7 

!







NNYPC- Building Use Policy 

Appendix B 

Northern New York Philanthropy Center Room and Equipment 
Request Form 

Please complete the form below and email, mail, or fax it along with any 
additional information to: 

Northern New York Community Foundation 
131 Washington Street 
Watertown, New York 13601 
Email: info@nnycf.org or Fax: 315-782-0047 

Please note that submission of this request is NOT confirmation. A written confirmation will 
be emailed or faxed to you within 48 business hours after your request has been received. 

Organization Information 
Organization: 
Address: 

----------------------------

City: __________ State: ______ Zip: ______ _ 
Phone: Fax: 

-------------- -------------

Meeting Primary Contact (Onsite): 
Title: 
Phone Number: _______ Email: 
Cell Phone or after hours contact number: 

Secondary Contact: 
Title: 
Phone Number: Email: 

-------

Cell Phone or after hours contact number: 

Meeting Information 
Name of Meeting: ________________________ _ 

(Please make sure this is the name of the meeting that your guests will be asking for) 

Purpose of Meeting: _______________________ _ 
Date of Meeting: ________________________ _ 
Beginning Set-up Time _____ Start Time: _____ End Time: ____ _ 
Number of Attendees Expected: ___________________ _ 

Please confirm you are aware NNYCF has very limited parking onsite. Street parking is 
available as well as public parking nearby. (Parking is NOT available behind 215 Washington 
Street. Violators are subject to towing.) 



Northern New York Philanthropy Center Room and Equipment 
Request Form (continued) 

Audio-Visual Needs (must reserve when scheduling room) 

__ Podium or Speaker's Table 

__ Flat-Screen TV (requires HDMI connection to laptop) 

__ Wireless network connection (organization must supply laptop) 

Conference Phone 
--

Food and Beverage Information (Please see Policies for Use of NNYPC Facility and Rooms 
section to see what is allowed at meetings) 

Authorization 

Will light refreshments and/or beverages be served at the meeting? Yes/ No 

Will food / beverages be delivered by someone external to the organization 
having the meeting? Yes / No 

If yes, name of delivery contact _______________ _ 

Please make sure a contact person from your organization is present to 
accept food/beverage delivery. The Community Foundation will not accept 
delivery of any items. 

Food I Beverage delivery arrival time: _______ _ 

Food I Beverage delivery departure time: _______ _ 

I have read and understand the terms of Northern New York Philanthropy Center Building 
Use Policy. Any violation of the policy may result in denial and/or cancellation of future use of 
the community rooms. 

Name of Meeting Primary Contact Date 

Signature of NNYCF Staff Date 
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Appendix C 

Final Inspection Checklist 

The following "Final Inspection Checklist" must be completed by the organization 
representative and reviewed by Community Foundation staff prior to the organization's 
representative leaving the NNYPC's premises. Failure to comply may jeopardize future 
use. 

__ Tables in original position (no tables should be moved at any time) 

__ Chairs in original position 

__ All food and catering supplies removed 

__ Table tops clean 

__ Countertops clean 

-----'All audio and visual equipment used by the organization that is the property of the 

__ NNYPC is in the same working condition that it was prior to use 

__ All items brought in for the meeting by the organization have been removed 

__ All meeting attendees have left (the organization representative may not leave until 

all attendees have exited the building) 

Please list any damage and/or issues that resulted during the meeting with any property of the 
NNYPC: 

The above items have been completed: 

Signature of Organization Representative Date 

Printed name of Organization Representative Date 

Signature of NNYCF Representative Date 




