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Executive Office Building Conference Center

Room Scheduling and Use Procedure
Use of the facilities of the Conference Center is limited to Oakland County Government and its agencies, departments, and committees.  Use of the facilities is a trust.  A representative of the using department must be present during your scheduled use of the facility.  Improper use or abuse of the facilities will result in exclusion from future use.
Use of the rooms within the Conference Center is by reservation only.  Use the following procedure to reserve space and to request services for the facility.

Pontiac Training Room:

Use of this room within the Conference Center is administered by the Human Resources Department.  Contact one of these two individuals to schedule the room:

· Valeria Jefferson at 248-858-0532 or jeffersonv@oakgov.com
Be sure to complete steps 4, 5, and 6 below to complete your preparation to use the Pontiac Training Room.


Waterford Conference Room:

East Oakland Conference Room:

West Oakland Conference Room:

East and West Oakland Conference Rooms Combined:

Several steps are required to use these facilities in the center.  Close attention to each step will help ensure your event operates smoothly.  Several of these steps need to be done a couple of weeks in advance of your meeting or event so please plan accordingly.  For more information on the site plan and facility layout for the Conference Center, please go to the County’s “J” Drive at J:\GenCounty\FacMgmt\EOBConf (Ctrl + click to follow the link) for more detailed information. 
Note:  Please plan ahead.  Several of these steps require advance notice of up to two weeks to ensure proper service.

The steps for reserving these rooms are as follows:

1. Check Availability / Schedule a Room
2. Room / Furniture Assembly 
3. Technology

4. Security / Building Access

5. Hospitality

6. Signage
7. Materials

The Waterford, East Oakland, and West Oakland Conference Rooms are fully-equipped conference spaces suitable for a variety of functions. The East and West Conference Rooms are really one large conference room that can be divided with a folding wall into two individual spaces.  The East Room is larger than West Room.  
You will first need to decide how much space you will need and then reserve the appropriate room(s).  Refer to the file titled EOB Conf Rms Layouts located on the County’s “J” Drive available at J:\GenCounty\FacMgmt\EOBConf (Ctrl + click to follow the link) for typical room layouts.
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STEP 1. Check Availability / Schedule a Room:
Reservations for the Waterford, East Oakland and West Oakland Conference Rooms are made through an on-line booking calendar called EZbook. The calendar’s web page is available at www.ezbook.com/EOBConf.  (Ctrl + click to follow the link)
Site Registration:

You will need to register the first time when accessing the system.  Registration is easy and will only take a moment.  After opening the website at the address noted above select the Create Login button located at the upper right of the page.  Fill in the boxes as follows:

	User Name
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	Your name - First and Last Name (Jane Doe).

	Logon Name
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	Your logon name - last name first initial (doej).

	Password
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	Your logon password – your choice, letters and/or numbers
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	Confirm your logon password. 

	e-mail
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	Your County e-mail address. 

	Phone
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	Your County phone number. 


If you need assistance registering or using the calendar, please contact one of the following people:

· Annie Maes at 248-452-2191 or maesa@oakgov.com
· Stephanie Hunt at 248-975-9865 or huntsa@oakgov.com
· Penny Knope at 248-858-0163 or knopep@oakgov.com
Room Reservation:

Once you are registered with the site you can log in.  There are four steps to the selection of a room for reservation.  These steps are called out on the reservation page:

1. Choose a resource

2. Choose a date

3. Choose a time

4. Book
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Select the room you want to reserve from the list.

Note: If you need to use the East and West Conference Room as one large room, you will need to make your reservation for both rooms.

[image: image8.png]2
Choose a date [?)




Select the date you want to reserve from the calendar.
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Select the time you want to reserve by “clicking and dragging”.

Note:  If the time you want to reserve is available it will show as a light blue field on the daily calendar section.  Dark blue segments are already reserved by others and are not available.  You will need to select a different room or date to find an available space to meet your needs.
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Select the “Detailed Book” button.  Another window will pop up. 
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Confirm that your information in the pre filled boxes is correct and fill in the information requested for the other boxes:
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 SHAPE  \* MERGEFORMAT 
When all the information is entered, select the “book” button at the bottom left of the pop up window and your room will be reserved.

If you need to make a change to the booking you can double click on the reservation in the “Choose a time” section, make your changes, and then select the “Book” button to save your changes.
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Please Note!  If you no longer need the room after reserving it, be sure to go back into the calendar and cancel your reservation.  This is done by double clicking the reservation in the “Choose a time” section and selecting the “Delete” button at the bottom right of the pop up window.
Once your reservation is secured you will need to take a few additional steps to ensure that the space will be ready and usable on the day of your event:
STEP 2. Room / Furniture Set-up:


· Do you need a specific room layout for the chairs and tables in the room? 
We have developed floor plan layouts to assist you.  Refer to the file titled 
EOB Conf Rms Layouts located on the County’s “J” Drive available at J:\GenCounty\FacMgmt\EOBConf (Ctrl + click to follow the link)
Decide which layout you want for your event.  Each layout contains the number of tables and maximum occupancy available with that layout.  Each layout is identified in the upper right corner of the page with a Room Layout code which needs to be indicated in the reservation pop up window in EZbook (See step 1 above). 

· Do you want Facilities Maintenance to set up the room for you?  
You will need to complete a Cityworks Work Request.  This request needs to include the following information:

· Date of event
· Time and length of event
· The layout needed (the Room Layout Code from the upper left hand corner of the drawings available in the file EOB Conf Rms Layouts at J:\GenCounty\FacMgmt\EOBConf (Ctrl + click to follow the link).
Please Note:  Cityworks Requests must be submitted at least one week (two weeks is preferred, if at all possible) prior to your event.
Each department has people registered to use the Cityworks system.  Please have your authorized Cityworks user enter the request for you or become a registered user by emailing Annie Maes at maesa@oakgov.com or Stephanie Hunt at huntsa@oakgov.com with the following information your phone number, email address and department.

STEP 4. Security / Building Access:
· Please note the following to ensure the exterior doors are unlocked for your event.  

When not in use the Conference Center’s exterior doors are locked to prevent unauthorized access to the building.  As noted earlier, building occupants have access to the conference center by card access at the ADA accessible side door using their employee ID cards.

DO NOT PROP OPEN SECURITY DOORS (DOORS TO THE OUTSIDE, DOORS WITH CARD ACCESS, FIRE EXIT DOORS).

Unlocking the Revolving Door and ADA Accessible Side Door:

EZbook will automatically notify Safety Dispatch when you make a reservation.  This notification will prompt the Safety Unit to unlock the revolving door and ADA Accessible side door prior to your event and to lock them after the completion of the event.
NOTE: The Conference Center doors are kept locked at all times except when an event is scheduled.  The responsible party requesting the room is required to be on site a half hour prior to the start of the event and and to call Building Safety Dispatch 248-858-0931 upon completion and exiting the Conference Center.

The revolving door must be manually unlocked with a key and for some events that take place in the middle of the day the on duty Oakland County Sheriff’s Deputy will be unlocking the revolving door prior to the event.  

If you arrive to set up for your event and the revolving door is locked please see the on duty Deputy in the lobby of the main building or contact the Deputy at 248-858-5253 to have the door unlocked.
STEP 5. Hospitality:


Coffee Service:
A coffee machine is available for your use.  Two automatic coffee machines are located in the pre function space outside the conference rooms and are available on a first come basis for users of the facility.  The machines need to be shared between the Waterford, Oakland West, Oakland East, and Pontiac rooms.

The machines are owned by Pontiac Coffee and only their products are to be used in them.  If you are a Pontiac Coffee service subscriber you can bring your coffee and supplies with you and use it in the appropriate machine.  
If you do not subscribe to Pontiac Coffee you can purchase supplies for your event by contacting the following individual:

· Don Souden at 248-332-6333 or don@coffeebreakinc.com

You are responsible for set up and cleaning of the machine if you want coffee at your event.  Follow the instructions below to brew the coffee: 
Coffee Machine Instructions:

a. Reservoir will hold 36 cups total (equivalent to 3 pots of coffee).

b. Coffee is dispensed by the cup.

c. Machine has a hot water tap that can be used for tea or cocoa.

d. To Brew:

i. Turn on the machine
ii. Wait for “ready to brew” signal to light
iii. Add filter to funnel

NOTE: filters are stored in the drawer directly below coffee machine
iv. Add either 1 or 2 packets of coffee into filter (depending on 12 or 24 desired cups)

v. Select 1 or 2 pots
vi. Select Brew (it takes approximately 7 minutes to brew)

vii. Select Warm
viii. If 36 cups are needed, reset to 1 pot, add new filter and 1 packet of coffee and brew
e. To Clean:

i. Empty and rinse funnel

ii. Empty and rinse the reservoir

Note:  Do not unplug the coffee machine after use.  If it is unplugged when you arrive, please plug it in and leave it plugged in at the end of the day.

DO NOT BRING YOUR OWN COFFEE EQUIPMENT TO THE CONFERENCE CENTER

Catering:

Catering is on your own.  If you are planning to cater food, it can be set up in the pre function space on the counter.  Custodial staff can assist with clean up if they are notified in advance.  This is especially important if you are serving a noon meal.  Please contact the following individual regarding custodial needs:

· Ken Miller, Custodial Chief, at 248-858-0183 or at millerkd@oakgov.com 
Provide him with the number of people expected to be eating in at lunch time and he can provide you with extra trash bags or someone to come over in the afternoon to take away the trash.  
Please ask your attendees to dispose of their trash in the trash containers located throughout the Conference Center.
NOTE:  Alcoholic beverages are not permitted in County facilities including the Conference Center.

Vending Machine:
A vending machine containing a limited selection of snacks and cold drinks is located in the Conference Center lobby adjacent to the entrance door.  Additional machines are also located on the Third Floor and the Lower Level of the main building during regular office hours.

STEP 6.  Signage:
Signage:  
Outside each room there is an announcement holder which accepts an 8-1/2” x 11” sheet of paper printed in the “portrait” format.  You can make a sign for your event as a Word document, print it out, and slide it into the holder.  Please do not tape paper signs to the walls or doors in the facility.
There is also a lighted outdoor sign at the sidewalk next to the entrance to the conference center.  This sign has a large grey panel on both sides where you can post paper signs or posters for your event.  The 30” high by 48” wide panel will accept magnets, which you will need to provide.  Please do not tape paper signs to the panel.
Please note: Do not tape temporary signs to the doors, walls, windows in the facility or to the exterior sign at the entrance walk.  

STEP 7.  Materials:
Materials and Handouts:  
You are responsible to bring sufficient materials and handouts when you come to use the Conference Center.  There is no printer available for the computers and there are no copiers available within the Conference Center.
Congratulations!
You’ve completed the seven steps for Conference Center scheduling and use.  The room(s) you have reserved will be set-up and ready for you on the day of your event.  
Any problems encountered on the day of the event should be reported to Facilities Maintenance Central Control at 248-858-0169.
Thank you for your cooperation and we wish you every success with your event!
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For	Please add your telephone number after your name in this box in the event we need to contact you about your booking.





Additional Info 	Any supplemental information you wish to post about your event.





Attendees	Please indicate how many people you anticipate attending your event.





Room Layout	Please indicate the room layout code you will need. (Refer to step 2 below for more information on room layouts)





Recurrence	You can book the space for more than one meeting at a time by filling in the information in this section.





Book





Delete









_1568022060.unknown

_1568022061.unknown

_1568022058.unknown

_1568022059.unknown

_1568022057.unknown

_1568022056.unknown

