Connecticut Department of Veterans’ Affairs

Use of Facility - Auditorium Request Form
Hours of Availability:  Monday through Friday from 8:00 a.m. to 8:00 p.m. with all visitors departing the facility no later than 9:00 p.m., and Saturday/Sunday from 8:00 a.m. to 5:00 p.m.  Facility seats 200+ in fixed seating facing stage and podium area.
Organization:  __________________________________________________________________

Date of Function:  ______________________________________________________________

Starting Time:  _____________________  Ending Time:  _______________________________

Purpose of Function:  ____________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Contact Person:  ________________________________________________________________

Phone Number/Cell Phone Number:  _______________________________________________

Fax Number:  _____________________  Email:  _____________________________________

Expected Number of Attendees:  ___________________________________________________

Agency Fees:  

□  Tables and Chairs (set up in rear of space – seat 6 per table, $5 each set up fee)




□  Sound System ($50)





□  Projector Screen ($10 set up fee)





□  LCD Projector ($75)





□  Laptop ($75)

Parking requirements:   
□  $200 fee for events with 100 or more participants

NOTE:  Food service reservations must be made 3 weeks prior to date of event.
NOTE:  Your organization is responsible for setup, breakdown and cleanup of the facility before leaving.  Trash should be left in receptacles; tables and chairs folded and left against the wall, etc.  If your organization is unable to do this, arrangements will be made and will entail a service charge of $50.00.

To make a reservation contact:   
Commissioners Office





CT Department of Veterans’ Affairs






287 West Street






Rocky Hill, CT  06067






860-616-3696; Fax 860-616-3532   
