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AMENITY CENTER RESERVATION REQUEST FORM 
Thank you for your interest in hosting an event at 75 State Street. We look forward to helping you throw a 

successful gathering! Please complete this form and return it via email to nsamarjian@rockhillmanagement.com 
and 75statestreet@rockhillmanagement.com 

NAME:  EVENT DATE (MM/DD/YY): 

COMPANY: ARRIVAL TIME:    

EMAIL:  EVENT START TIME:  

PHONE:  EVENT END TIME:  

NUMBER OF ATTENDEES (TOTAL): NUMBER OF VISITORS (NON-TENANTS): 

Please note: arrival time must not be earlier than two hours prior to the event start time. Events must conclude by 
9:45pm and the space must be returned by 10:00pm. For multi-day events we require a completed request form 
for each date. 

SELECT YOUR RENTAL 
SMALL BOARDROOM (max occupancy 8 people) 

� Requested time of event (including setup and Breakdown): ______(AM/PM) to _________ (AM/PM)

LARGE BOARDROOM (max occupancy 16 people) 

� Requested time of event (including setup and Breakdown): ______(AM/PM) to _________ (AM/PM)

*SOUTH TRAINING ROOM (max occupancy 16 people – Classroom Style with tables)

� Requested time of event (including setup and Breakdown): ______(AM/PM) to _________ (AM/PM)

*NORTH TRAINING ROOM (max occupancy 24 people – classroom style with tables)

� Requested time of event (including setup and Breakdown): ______(AM/PM) to _________ (AM/PM)

* FULL TRAINING ROOM (South + North Rooms combined, max occupancy 40 people – classroom style with tables)

� Requested time of event (including setup and Breakdown): ______(AM/PM) to _________ (AM/PM)

LOUNGE AND ROOF DECK  

� Requested time of event (including setup and Breakdown): ______(AM/PM) to _________ (AM/PM)

FULL AMENITY CENTER (All training rooms + Kitchen, Lounge and Roof Deck, max occupancy 440 people) 

� Requested time of event (including setup and Breakdown): ______(AM/PM) to _________ (AM/PM)

* Occupancy numbers vary depending on layout style requested and type of event. Please provide more
information to the management staff upon return of this form if your event exceeds the room occupancy limits
posted above.
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SEATING & TABLES 
We have one podium available for use. We do not allow graphics or papers to be adhered to the walls. By default, 
the training rooms are set up in a classroom seating & table arrangement. If you’d like to request a different 
configuration (U-shape, clusters, V-shape, panel style, etc.), or share other details/requests, please describe here:  

 

 

AUDIO / VISUAL 
75 State Street is pleased to offer the following A/V equipment in all conference room spaces at no additional 
charge. We require an on-site visit to the space for a test run of the equipment prior to any event requiring A/V 
use. Please check any A/V equipment that you plan to use:  

☐ TV Monitor via HDMI Cord 

If you would like to request additional A/V equipment for your event, or share other details/requests, please 
describe here: 

 
 
 

 

FOOD & DRINK / VENDOR ACCESS 
We must receive certificates of insurance (COIs) from all vendors and caterers providing food or beverage for your 
event. Liquor liability coverage must be provided if alcohol of any kind is being served at your event. 

Caterers must load and unload via the loading dock and freight elevator. Our loading dock is accessible via Kilby 
Street. Loading dock operating hours are 6:00am – 6:00pm. There is a 20-minute limit to loading dock access; 
caterers will be required to move their vehicle at the expiration of that time limit. There is commercial parking 
outside the building on Kilby Street. 

A loading dock attendant may be required for freight elevator access outside of normal operating hours and/or 
scope of delivery. An additional cost may be incurred if a loading dock attendant is required.   

Please select all that apply for your event: 

☐ No catering during the event 

☐ No catering vendor, but a food order will be delivered via the loading dock during the event 

       (If selected, please provide the name of the restaurant/delivery provider):       

☐ A catering vendor will load in and out of the loading dock and serve food during the event 
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     (If selected, please provide the name of catering vendor):         

☐ Alcohol will be served during the event 

       (If selected, please provide the name of bartending vendor):        

☐ A different type of vendor will be accessing the building via the loading dock for the event 

       (If selected, please provide the name of vendor[s] and service[s] being provided):      

 

SECURITY & HVAC 
Events with more than fifteen (15) visitors/non-tenants will require a staffed registration table in the lobby for 
check-in. If applicable, 75 State Street management will provide a table and chair in the lobby but will not 
provide check-in staffing or signage. A finalized list of outside visitors must be submitted to 75 State Street 
management 48 hours prior to the event. A list of all visitors who check-in at the registration table must be 
provided to 75 State Street management at the end of the event. Signage being placed in the lobby must be 
approved by 75 State Street management prior to the event and should be of professional quality. 
 
Will a registration table be required for your event?                       ☐ YES      ☐ NO 
 
Events taking place before 8:30am or after 5:00pm will require one (1) security officer detail for the duration of 
the event. You will incur a security detail charge ($200.00 up to four hours, then $50 per additional hour).  
 
Will an off-hours security detail be required for your event?         ☐ YES        ☐ NO 
 
Events with 100-199 attendees will require (1) security officer detail for the duration of the event. You will incur 
a security detail charge ($200.00 up to four hours, then $50 per additional hour).  
 
Will a large capacity security detail be required for your event?      ☐ YES        ☐ NO 
 
Events with over 200 attendees will require two (2) additional security officers’ detail for the duration of the 
event. You will incur a security detail charge ($400.00 up to four hours, then $100 per additional hour).  
 
Will a max capacity security detail be required for your event?        ☐ YES        ☐ NO 
 
Events taking place before 8:00am or after 6:00pm and require HVAC for the duration of the event, is subject to 
an hourly fee: $80.00 for cooling and $47.00 for heating. 
 
Will HVAC be required for your event?                                                        ☐ YES        ☐ NO 
If yes, what hours: ________________________ 
 

 

RETURNING THE SPACE 
At the conclusion of your event, the space(s) you rented must be returned to its original condition, including (but 
not limited to) removal of any food waste, other waste, or rented items. All fixtures, furniture and equipment  

should be returned in the condition it was delivered to your group. Your group may incur additional charges for 
special cleaning requests and/or cleaning or maintenance required after your event.  
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If you would like to request additional cleaning service, please describe here: 

 
 
 

 

This reservation becomes effective only when received and approved by 75 
State Street Management. 

 

TENANT 

 

       
Authorized Representative (Signature) 
 
       
Authorized Representative (Name / Title) 
 
   
Date Signed 
 

 

MANAGEMENT 

 

       

Authorized Representative (Signature) 
 
       
Authorized Representative (Name / Title) 
 
   
Date Signed 
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