
   Children’s Nutrition Research Center 
   Facility Events Request Form 
 
 
Date of Request: ______________________________ 
 
 
Event Contact: ______________________________ 
 
 
Contact phone#: ______________________________ 
 
 
 
Set up ________________________________________   , _________  &  _________ 
  number and type of tables    # chairs    # trash bins 
 
 
in the ________________________________ on _________________, by _________ 
 Location (ex. Lobby, outside Auditorium)   Day of week/date   set up time 
 
 
for the ________________________________________________________________ 
      name of the event 
 
 
______________________________________________________________________ 
 name of event continued    hosted by 
 
 
to be held from _________ until _________.  
   time  time 
 
To make reservations for an event to be held in the CNRC Facility Lobby you must  
contact Nancy Eddy at phone: 713-798-7022 and fax: 713-798-7046. 
 
She will provide a request to reserve form and help to schedule the reservations. 
See attached reservation request form. 
 
If you are planning on using the CNRC Lobby, fill in the attached floor plan with the  
locations of the tables, chairs, and trash bins for the event. 
 
 
   WO#____________________________ 
 





 
REQUEST TO RESERVE USDA/ARS/CNRC FACILITY 

 
FAX OR E‐MAIL YOUR REQUEST TO: 

NANCY EDDY AT (713) 798‐7046 or eddy@bcm.edu  
TWO (2) WEEKS NOTICE REQUIRED 

 
 

NAME___________________________________________PHONE #_____________________________ 

ORGANIZATION________________________________________PAGER #_________________________ 

DEPARTMENT____________________________________________ FAX #________________________ 

CHARGE SOURCE (see Conditions of Agreement #8)_____________________________________________ 

CONTACT PERSON (if different from above)___________________________________________________ 

PHONE #_________________________________PAGER # (if available)___________________________ 

INSTITUTIONAL MAIL CODE______________ 

PLEASE CHECK AREAS YOU WISH TO RESERVE 

___________  HOWLAND AUDITORIUM (NO FOOD OR DRINKS ALLOWED , Maximum capacity 200 

     
    BEGINNING TIME:_______________________ ENDING TIME:_____________________ 
 
___________  FIRST FLOOR LOBBY (TABLES/CHAIRS/FOOD/DRINKS ALLOWED), Maximum capacity 150 
 
    BEGINNING TIME:_______________________ ENDING TIME:_____________________ 
 
TITLE OF EVENT:  ______________________________________________________________________ 

_____________________________________________________________________________________ 

DATE OF EVENT:____________________________ EXPECTED ATTENDANCE:______________________ 

GUEST SPEAKER(S):_____________________________________________________________________ 

_____________________________________________________________________________________ 

 
 
 
ITEMS AVAILABLE FOR USE IN CNRC FIRST FLOOR LOBBY AREA: 
 
FOLDING CHAIRS ‐ (Maximum of 100 available) 
 
TABLES ‐ (Maximum of (21) 6 ft. (5) 8 Ft rectangle or (8) 60”/5 Ft. Round Tables) 

(NOTE:  WE DO NOT FURNISH TABLE CLOTHS) 
TRASHBINS – (Maximum of 3 available) 
 
 

REMEMBER ‐ CLEAN UP IS YOUR RESPONSIBILITY!!! 
 

IF YOU HAVE QUESTIONS, PLEASE CALL NANCY EDDY AT (713) 798‐7022 

mailto:eddy@bcm.edu
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13. Your use of CNRC facilities is strictly voluntary. Neither the Federal Government nor Baylor College of
Medicine will be liable for any death or injury to any person, or the loss of or damage to any property
belonging to any outside organization or person while such outside organization or person is voluntarily
using any CNRC facility.

14. Posting of any materials related to the event activities on the CNRC building exterior or perimeter, are
strictly prohibited unless approved separately in writing by the CNRC Director.

AGREE TO CONDITIONS:

(ORGANIZATION MAKING REQUEST)

(CONTACT PERSON name/telephone)

(Signature)

USE OF FACILITY APPROVED:

Nancy Eddy, Administrative Contact
CNRC/Room 2022
Phone: 713-798-7022 Fax: 713-798-7046
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