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General Services Administration

Facilities Management

201 W. Colfax Ave., Dept. 904
Denver, CO  80202

P: 720-865-8680

F: 720-865-7585


	Applicant Information

	Name of City Agency
	     
	Fund/Org Number 
	     

	Person Coordinating Function
	     
	Phone Number 
	     

	Total Number of Days Needed
(no more than 5 business days)
	     
	Date(s) Needed
	     
	Time of Event
	                      

	What time will you begin to setup?
	                              
	What time will you tear down?
	     

	Title of Event
	     
	Anticipated Attendance
	     

	Fully describe the proposed event: 

	

	ACTIVITIES PLANNED – check all that apply:

	 FORMCHECKBOX 
  News Conference
	 FORMCHECKBOX 
 Swearing In Ceremony
	 FORMCHECKBOX 
 Trade Show / Expo
	 FORMCHECKBOX 
 Food / Beverage Will Be Served

	 FORMCHECKBOX 
 Other (please explain) 
	

	SET UP REQUIREMENTS

	Number of Six-Foot Tables       
	Number of Chairs      
Folding  FORMCHECKBOX 
 City Seal  FORMCHECKBOX 

	Number of Trash Cans       
	Number of Easels       

	Flags:  FORMCHECKBOX 
 United States  FORMCHECKBOX 
 Colorado  FORMCHECKBOX 
 Denver  
	 FORMCHECKBOX 
 Microphone   FORMCHECKBOX 
 Podium   FORMCHECKBOX 
 Mult Box   FORMCHECKBOX 
 Hang Banner   FORMCHECKBOX 
 Lights   FORMCHECKBOX 
 Heat/Air

	 FORMCHECKBOX 
 Stage/Riser (we have 6 sections; each section is 4’x 8’) 
	 Total Number of Risers 
	     

	 FORMCHECKBOX 
  Other:
	     

	The undersigned Applicant hereby gives Facilities Management permission to verify the information listed above and understands that (a) No date or facility will be held until the Applicant returns the application along with the Atrium Floor plan and is approved by Facilities Management, (b) Any use of the Wellington E. Webb Municipal Office Building or Atrium is subject to Facilities Management approval.
    

	Signature of Applicant
	
	Phone Number
	

	Date Submitted to

Facilities Management
	     

	

	FACILITIES MANAGEMENT OFFICIAL USE SECTION

	Facilities Management Signature 
	
	Date of Signature
	

	Set Up Work Order #
	
	AV Work Order #
	
	Date Entered into Outlook
	


Webb Atrium Request Form
 Authority


Use of the atrium and plaza are governed by Facilities Management with the input from General Services Administration, 
Office of Mayor and/or City Council.

1. Use of the Wellington E. Webb Municipal Office Building (WWMOB) Atrium is limited to City and County of Denver agencies, unless specifically authorized by the Manager of General Services.

2.  All requests for events in the WWMOB Atrium must be submitted in writing no later than 21 days prior to the event. Events must take place during WWMOB regular business hours; Monday through Friday 7 a.m. to 5 p.m.  NO holiday use.  A request for extended building hours up to 8 p.m. or weekend must be submitted for approval (additional fees will apply).  Requests must be submitted via fax to 720-865-7585 or facilities.helpdesk@denvergov.org.  Receptions should be held afterhours as to not provide any catering distractions to the public nor other City employees.

3. Use of the Atrium does not constitute City and County of Denver’s endorsement of points of view expressed by any group or organization.  Advertisements or announcements implying such endorsement are prohibited.

4. All events (regardless of size) held after WWMOB hours (7 a.m. – 5 p.m.) will be required to pay for additional security.
5. Your agency is responsible for paying for security.  Prices vary from $18.09 - $27.14 per hour per guard (this price is determined by the leeway of reserving the atrium space).

6. You must submit your floor plans and receive approval from Facilities Management and/or Denver Fire Department no later then 10 days prior to your event.  In signing your agreement with us, you have agreed to submit a copy of the atrium floor plans in advance of finalizing your event coordination and serves as a means to provide ample space for safe egress toward emergency exits.

7.  No admission fees are allowed to events held on city property.  All events must be open to the public.  NO PRIVATE PARTIES; i.e. WEDDINGS, BIRTHDAYS OR GRADUATION PARTIES.
8. Fundraiser events are not allowed in the WWMOB Atrium, unless sponsored by a City and County of Denver agency.

9. The requesting department/organization must provide one on site contact person and phone numbers, for a minimum of three persons, responsible for the set up and breakdown of the event.
10. Facilities Management will not be responsible for the set up or provide any props, refreshments or ushering of invited guests.  All trash must be bagged and removed from site.  The City and County of Denver provides no kitchen or pantry facilities.  There is no dumping of water or ice on City property.  Please provide ample time to prearrange these requirements prior to the start and the end of your event.

11. Sponsoring agencies are required to clean up any spills immediately; marble surfaces are particularly vulnerable to damage from foods or beverages made from berries, acidic acids or colas.  Do not place glasses, cups, or other containers on steps, railings, bases of columns or furniture.  In case of any spills, please inform security immediately, located at the Security Desk.

12. Event is restricted to requested area and adjoining restroom corridors only.  The undersigned is responsible for enforcing this rule.  The floor plan must be submitted at the time of submitting the application.
13. Posting or affixing signs, announcements, or other documents to any surface of the WWMOB is strictly prohibited.  Banners or flags must be mounted by Facilities Management staff.  Balloons are not allowed into the atrium.
14. General Services Administration nor Facilities Management are responsible for the fees incurred at an alternate site if the event is cancelled or rescheduled without ample notice.
15. Agencies using the Atrium; must follow instruction from Facilities Management staff regarding schedules for delivery and set up.  Agencies using the Atrium should not have anything delivered to the WWMOB unless a representative of the agency is in the atrium to accept the delivery.  Neither Facilities Management staff nor Security will sign or in any other way assume responsibility for property belonging to the applicant, the caterer, or any other individual or organization involved in any event.

16. The sponsoring agency will be held responsible for its participants, contractors, and caterers for any damage to the atrium.

17. Animals are not allowed into the WWMOB, unless they are a service/assistance dog or as an event sponsored by the Manger of General Services.

18. Use of open flames in the WWMOB is strictly prohibited.

19. Smoking is not allowed in the WWMOB.  There is a designated smoking area on the 4th floor balcony located on the Annex side of the building.

20. Alcohol is not permitted in any City and County of Denver office building.









____________________________________ 


  Signature





____________________________________










   

  Date










Revised 08/25/10


