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Any distribution of this manual to individual Conference guests requires al
approval from theConference Housing Office.

A Guide for
Planning a
Conference at
Columbia University




Dear Conference Coordinators,

Welcome to Columbia University, in the city of New York! Columbia University is a world-renowned institution within one of the

most exciting cities in the world, making it the perfect choice for your conference or event.

Enclosed in this Conference Guide you will find information designed to help you navigate the initial planning process, finalize a
reservation, and prepare for your arrival. Some of these essentials include housing policies, procedures and services, pertinent

contact information, a campus map, and other informative items about Columbia University and New York City.

The Conference Housing Staff is here to provide you with a first-rate conference experience. If we can be of any service to you,

please do not hesitate to contact our office. We can be reached at (212) 854-0365; the on campus extension is 4-0365.

Thank you for choosing Columbia University for your conference!

Grace Urefia
Conference Housing Manager

Columbia University
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Checklist

Request Form (September-October)

Submitted Conference Request Form or Intern Request Form
Submitted to Conference Housing Check-In Needs

Received License Agreement (December-February)

Signed and Returned License Agreement/Contract - Required 14 days upon email receipt date of contract
Submitted Tax Exemption (ST-119.1) - Required 14 days upon receiving contract

Submitted Deposit - Required 30 days upon receiving contract

Submitted Certificate of Insurance - Required 90 days prior to check-in

*Commercial General Liability Insurance covers any incidentals that may occur throughout the duration of your stay. For more

information please visit Evidence of Insurance/Certificate of Insurance

One Month Prior To Arrival

Submitted Final Bed Count
Submitted Final Dining Count

Two Weeks Prior To Arrival Computer Services/Access

Completed Protection of Minors Training

Submitted Full Payment

Submitted Final List of Participants and Room Assignments
Submitted Emergency Contact Information for On-Campus Staff
Submitted Final Furniture Requests

Day of Arrival

Distributed Check-In Information To Conference Guests
Signed Master Key Contract (Youth Groups Only)
Provided Check-In Roster With Signatures

Day of Departure

Confirm All Guests Are Out Of Room By Contracted Check-Out Time
Collected Keys Or Returned Keys In Conference Envelopes With Name And Room Assignment
Returned Master Key (Youth Groups Only)

*Any additional charges acquired after the Program Check-Out date will be due 14 calendar days after the Check-Out day.

University Partners and Services

Computer Services/Access
If your group will need computer and printing access during your stay, please indicate so in our Conference Housing Request form.

We will collect payment for computer and/or printing access two-weeks prior to your arrival.
Dining
Columbia Housing can connect you with a representative from Columbia Dining who will be able to assist you with any dining

questions or needs. Great and convenient meals can easily be a part of your conference experience with all-you-care-to-eat meals at


http://housing.columbia.edu/conference-housing-request-form
http://housing.columbia.edu/intern-housing-request-form-groups-only
mailto:conferencehousing-all@columbia.edu
http://finance.columbia.edu/content/evidence-insurance
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a reasonable cost served in one of our undergraduate dining halls. Meals are primarily served Monday through Friday with some

weekend service available. To contact Dining, please email dining@columbia.edu

Columbia Housing can also connect you with Columbia Catering; providing a range of options from coffee service and break
provisions to full service events all of which can be tailored to meet the needs of your conference. To contact Catering Services,

please email uem@columbia.edu

Health and Disability Services

Columbia Housing works closely with Disability Services to make every effort to accommodate individuals with disabilities. If you
or one of your guests requires disability housing accommodations, please contact our office at your earliest convenience so that we
can assist you. We require at least a one month notice prior to your arrival. If you or one of your guests requires disability
accommodations to attend a conference or event at Columbia University, please contact Disability Services by phone at (212)-854-

2388 at least 30 days in advance of the event.

Library
Conferences must contact the Library directly to inquire about guest access and fees by phone: (212)-854-7309 or email:

lio@columbia.edu The Library Information Office is located in 201 Butler Library, before the security desk in the main lobby of the

Butler Library building.

Meeting Spaces and Classrooms

The majority of campus event venues are managed through our partner, University Event Management (UEM). You may contact
them by phone: (212)-854-5400 or by email: uem@columbia.edu to view and rent spaces. There are a variety of versatile spaces on
campus that can accommodate small- and large-scale functions. If you are interested in reserving a lounge space, please inform the
Conference Housing Manager or Conference Housing Coordinator as soon as possible during the initial planning process. We

reserve lounges on a first, come, first, served basis.

Transportation

Columbia University’s location on Broadway allows for convenient transportation to and from all areas of the metro New York
area. The 1 subway line (red line - Broadway/7"™ Avenue local) and the M60 Select bus, M4, M11, and M104 bus stops are all in
front of the Columbia gates. New York City shuttle and taxi services are available 24 hours a day as well. If your conference is

coming by bus, please instruct the bus driver to load and unload on Amsterdam. For more information, please visit the parking

garages webpage.

Visitor’s Center
If your conference group is interested in a campus tour, please contact the Visitors Center located in 213 Low Library by phone:

(212)-854-4900 or by email: visitorcenter@columbia.edu


mailto:dining@columbia.edu
mailto:uem@columbia.edu
mailto:lio@columbia.edu
mailto:uem@columbia.edu
http://www.columbia.edu/about_columbia/parking.html
http://www.columbia.edu/about_columbia/parking.html
mailto:visitorcenter@columbia.edu

Housing Policies and Requirements

Accommodations
Housing options in our residence halls range from suite-style settings to private, single rooms. All buildings are located on or near
campus and within walking distance to anywhere at Columbia, the vibrant Morningside Height neighborhood, and transportation

to all areas of NYC.
Our residences include the following amenities:

Air-conditioned facilities

24-hour security service

Towels and linens*

Free wireless access

Free internet terminals in building lobbies

Small communal kitchens with an oven, stove and refrigerator*

Access to lounge areas with cable televisions*
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On-site laundry facilities*
*Only available in certain buildings. Kitchenware not provided. Additional fees may apply.

Advanced Copy of Advertising
A copy of the Conference Program, any advertising, or other informational materials sent to conference participants is to be

submitted to the Conference Housing Office at 114 Hartley Hall.

Building Care & Damages

Guests are financially responsible for any damages, vandalism, missing items, or unsatisfactory conditions in their room, suite, or
common areas. The charge for repair, restoration, or corrective action will equal the costs of material and labor and will be billed

directly to the conference group.

Cancellations
Cancellations by the Licensee’s group representative will only be accepted if received in written form, to the Conference Housing
Office at 114 Hartley Hall. Please refer to your license agreement for cancellation fees. The deposit requirement is not refundable

and cannot be credited to the balance due.
Emergencies
If a Conference group needs to contact Public Safety at any point during their stay, please use the following contact information:
Public Safety Non-Emergencies: (212)-854-2797
Public Safety Emergencies: (212)-854-5555

Fire Safety Policy
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Fire alarms are tested monthly at scheduled times that are posted in each building. Unless posted, all alarms should be considered

authentic fire alerts requiring immediate evacuation.

It is a violation of New York State Law to tamper with or engage in the improper use of fire fighting, detection, and/or alarm

equipment. The removal of or tampering with smoke detectors is prohibited.

Fire Safety Guideline & Tips:

Guests should learn the location of several fire pull boxes and at least two fire exits within their building. In addition, guests should

always keep fire doors closed and report any damaged or missing fire safety equipment.
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Do not overload electrical outlets at any time. Only one appliance should be plugged into each socket in the outlet.
Do not use extension cords, only surge protectors. Never use multiple extension cords.
Do not operate two or more high-amperage appliances simultaneously (i.e. a computer and a hair dryer).

Do use a surge suppressor to protect computers and other sensitive electronic equipment.

Evacuation Procedure:

In the event of an alarm:

=

Awaken any sleeping roommate or suitemates.

Prepare to evacuate by putting on shoes and coat if time permits.

Feel the doorknob and the door. If they are hot, do not open the door. If they are cool, open slowly, but if heat or smoke
rushes in, close the door immediately and remain inside.

When guests leave their room, they should be sure to take their key in case it is necessary to return to the room should

conditions in the corridor deteriorate.

If for any reason a guest is not able to leave their room, they should dial the campus Emergency Number at (212) 854-5555 and

inform Public Safety of their location. Help will be sent immediately.

If exit is possible:
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Make sure to close the door tightly when evacuating.

Follow a predetermined exit route in a quick and orderly manner.

Leave the building using the nearest accessible stairway — not the elevator !

When exiting in smoky conditions, keep at least one hand on the wall and crawl to the nearest exit.

After exiting the building, please keep clear of the building entry to allow quick access by FDNY, Fire Safety, and Public
Safety personnel.

When the building has been deemed safe for reentry, Public Safety will authorize residents to go back inside.

If exit is not possible:

1

Make sure the door is tightly closed and use a bed sheet or blanket to fill the cracks around the door.
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1 Open the window two-thirds at the top to allow hot air and gases to escape—and one-third at the bottom. Keep facing near
the bottom opening. This will ease breathing until help arrives. Never break the window. This will result in an inability to
control the influx of smoke from other floors.

1 Wave a towel or brightly colored shirt from the window to aid rescuers. The Fire Department will look for this sign.

Public Safety Policy

Columbia Public Safety can be contacted at any time by dialing the campus Emergency Number at (212)-854-5555. Public Safety
can contact Columbia University Emergency Medical Service (CU-EMS) if necessary. For less urgent situations, guests may contact
Conference Housing directly. Between the hours of 8:00am and 9:00pm, guest may contact the Conference Service Desk at (212)-
854-0365. After hours, guests may contact the conference representative on-call for any emergencies, lock-outs or general questions

and concerns.

Guest Policy

Conference Housing guests are prohibited to have guests/visitors throughout the duration of their stay on campus.

Insurance and Indemnity











































