
Room Reservation

Reserving rooms is necessary before ordering food for an event. This helps you

understand how much time is available for catering and the org to setup for an event,

without interrupting other events or classes. 

1.

   2.The room reservation website will show any conflicts for a certain room, and it is

suggested to request a room be reserved for 30 minutes prior to the event starting and 30

minutes after it ends, to avoid any overlap. 

   3. Reserving a room before ordering food also ensures that you will have an accurate

room number to provide on your food order. After a room is reserved, the org member will

receive email confirmation – they will also be contacted if any changes need to be made.

 

4. 25Live can be used to reserve rooms in the law school. For reserving spaces such as the

11th Floor Terrace in DePaul Center, please contact Nicole Pinkey at npinkey@depaul.edu

NOTE: including a room number in DeHub event approval DOES NOT reserve a space for

your event. DeHub event approval is separate from room reservation. Not reserving a

space in 25Live could result in event conflicts

*Please see the screenshots below for a guide on reserving rooms via 25Live:

https://25live.collegenet.com/pro/depaul#!/home/search/event/list
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Note that your reservation is NOT confirmed until you receive a confirmation email!

Any changes to your reservation need to be requested AND approved. In addition,

room confirmation does NOT mean that your event is approved. Event Approval

comes from Ana Vazquez-Rivera via Dehub

Note: You cannot reserve rooms in DeHub
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