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POLICY SUMMARY 
STANDARD O PERATING HO URS 
8:00 a.m. to 6:00 p  .m. Mond  ay throug  h Frid  ay. 

Te  nants can re q  uest  usag e of the  confe re  nce  ce nte r  d  uring Stand  ard O  p  e  rating 
Hours instantly online , p e nd ing availab ility, using Build  ing Eng  ine  s, o r b y contacting  
th e  Pro p  e rty  Ma n a g e m e n t  Te a m  80mstre e t@columb ia .re it.  

All re se rvations are consid e re d “p e nd ing ” until a confirmation e mail is p rovid e d b y a 
m e m b  e r  o f  th e  80 M Stre e t te am. 

EXTENDED HO URS 
Mond ay - Frid  ay, 6:00 a.m. to 8:00 a.m. and 6:00 p  .m. to 8:00 p  .m. 

Te nants may re q ue st to b ook e ve nts outsid e of Stand ard O p e rating Hours starting as 
e  arly as 6:00 a.m. and e  nd  ing as late as 8:00 p .m., Mond ay - Frid a y.  Re q u e sts  to  
b o o k  outsid e Stand ard O p e ra tin g  Ho u rs  a re  re vie we d  a n d  a p p ro ve d  o n  a  case -b y-
case b asis. 

CATERING HO URS 
Whe  n making a re  se  rvation, te  nants must b  ud  g  e  t  time for se  tup and cle  an up  .  This 
includ e s cate ring . Cate ring p artne rs cannot arrive b e fo re the re se rvation b e g ins and 
m u st  co m p  le te  ly  lo a d  o u t  b  e fo re  th e  re se rva tio n  e n d  s.  

ACCEPTABLE EVENTS 
Th e  co n fe re n ce  ce n te  r  is  d  e sig  n e d  fo r  b  u sin e ss  re la te  d  e ve n ts.  Ple a se  re fra in  fro m  
re se rving sp ace in the confe  re  nce ce  nte  r for social or p  e  rsonal e  ve  nts includ  ing b 
ut no t limite d to b irthd ay p artie s, b a b y  sh o we rs,  h a p p y  h o u rs,  a n d  sp o rts  wa tch in g  
e ve n ts.  

Ma n a g e m e n t  re se rve  s  th e  rig  h t  to  d  e  n y  a  re se rva tio n  if  th e  e ve n t  d  o e s  n o t  co m p  ly  
with the co n fe re n ce  ce n te r  Te rm s  o f  Se rvice .  Po st-m e e tin g  re ce  p  tio n s  a re  a cce p  ta b 
le  if all o the r re q uire me nts are me t. If ne ce ssary, contact the Manag  eme nt staff to 
confirm your e  ve  nt comp lie s b  e fo re  re se rvin g  sp  a ce .  

mailto:80mstreet@columbia.reit
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FO O D & ALCO HO L PO LICY 
Se rving  alcohol is no t p e rmitte d  in the  confe re nce  ce nte r. Exce p tions may b e  mad e  
on a case -b y-case  b asis, b ut e xp licit writte n p e rmission from Columb ia Prop e rty Trust 
is re q uire d . If p e rmitte d , a full-se rvice  cate re r must b e  contracte d  to  p rovid e  lice nse d  
b arte nd e rs to  se rve  alcohol. Proof of liq uor lice nse  and  a Ce rtificate  of Insurance  
(CO I) will b e  re q uire d  as we ll. Home mad e  food s are  not p e rmitte d  in the  confe re nce  
ce nte r. All food  se rve d  in the  confe re nce  ce nte r must b e  p re p ackag e d  or 
p rofe ssionally p re p are d . 

CANCELLATIO N PO LICY 
It is p re fe rre d  that me e ting  sp ace  re se rvations b e  cance le d  up  to  two (2) full b usine ss 
d ays b e fore  the  b e g inning  of the  e ve nt.  

Mod ifications to  me e ting  sp ace  ne e d s mad e  le ss than two (2) b usine ss d ays in 
ad vance  are  not g uarante e d .   
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FACILITY OVERVIEW 
CO NFERENCE CENTER ACCESS 
The  confe re nce  ce nte r d oors are  always locke d  e xce p t d uring  sche d ule d  e ve nts. 

Ple ase  contact the  Build ing  Manag e me nt te am for acce ss b e fore  o r afte r your 
sche d ule d  e ve nt. 

CO NFERENCE CENTER MAP 
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ROOM DETAILS 
CO NFERENCE CENTER (not d ivid e d ) 
 

Stand ard  Layouts 

 

 

 

FEATURES 

 

• Ap p roximate ly 140-p e rson maximum cap acity 
• 123” wid e  format in-ce iling  e le ctric scre e n 
• Ce iling  mounte d  p ro je ctor and  sp e ake rs 
• Wall mounte d  inte rface  and  touch p ane l for p re se ntations 

 
 
 

O ccup ancy Limit: 150 occup ants 
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LARGE CO NFERENCE RO O M 

Stand ard  Layouts 

FEATURES 

• Ap p roximate ly 104-p e rson maximum cap acity
• 123” wid e  format in-ce iling  e le ctric scre e n
• ce iling  mounte d  p ro je ctor and  sp e ake rs
• wall mounte d  inte rface  and  touch p ane l for p re se ntations
• sound  atte nuating  ve rtical fo ld ing  p artition

O ccup ancy Limit: 106 occup ants 
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SMALL CO NFERENCE 
 

Stand ard  Layouts 

 

 

FEATURES 

• Ap p roximate ly 44-p e rson maximum cap acity 
• 113” wid e  format in-ce iling  e le ctric scre e n 
• Ce iling  mounte d  microp hone  
• Ce iling  mounte d  p ro je ctor and  sp e ake rs 
• Wall mounte d  inte rface  and  touch p ane l for p re se ntations 
• Sound  atte nuating  ve rtical fo ld ing  p artition 

 

 

O ccup ancy Limit: 44 occup ants 
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BO ARDRO O M 

Stand ard  Layouts 

FEATURES 

• 65” LED HDTV 
• Wall mounte d  came ra
• Tab le top  we b  confe re ncing  syste m

O ccup ancy Limit: 19 occup ants 

CATERING KITCHEN 
Locate d  ad jace nt to  the  confe re nce  ce nte r and  the  b oard room the  cate ring  kitche n is 
e q uip p e d  with a comme rcial size d  re frig e rator and  p rovid e s amp le  storag e  to  p re p are  
for your e ve nt/me e ting .  
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LOADING DOCK INSTRUCTIONS 
Extract this p ag e  and  se nd  to  any cate re rs or ve nd ors who may ne e d  to  acce ss the  
load ing  d ock for d e live rie s re late d  to  your e ve nt. 

 

PHYSICAL ADDRESS: 

80 M Stre e t SE  
Washing ton DC 20003 

 

DIRECTIO NS:  
The  80 M load ing  d ock is locate d  on L Stre e t SE 
b e twe e n Cushing  Place  and  First Stre e t. L stre e t 
is two-way traffic. O nce  the  ve nd or arrive s, the y 
will che ck-in with the  se curity p e rsonne l locate d  
in the  se curity g uard  b ooth d ire ctly on the  
Load ing  Dock who will p rovid e  any ne ce ssary 
acce ss. 

 

 

 

HO URS:  
The  load ing  d ock is op e n from  
8:00am-6:30p m Mond ay-Frid ay. 

 
We e ke nd  d e live rie s must b e  sche d ule d  in ad vance . 
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RESERVATION SYSTEM
MAKING A RESERVATIO N 
The re  are  two ways that te nants may make  re se rvations for the  Confe re nce  Ce nte r at 
80 M Stre e t.   

O p tion 1: Te nants may re q ue st a Confe re nce  Ce nte r Ap p lication from the  
Manag e me nt office .  The  te nant must comp le te  and  sub mit no  late r than two (2) d ays 
p rior to  the  e ve nt.  The  Manag e me nt office  will the n coord inate  with the  p oint of 
contact to  d iscuss ne xt ste p s. 

O p tion 2: Any use r with an authorize d  Build ing  Eng ine s account can re se rve  sp ace  in 
the  confe re nce  ce nte r. 

Navig ate  to  www.buildingengines.com/login. 

You will b e  p romp te d  to  p rovid e  your Use rname  and  Password  (p rovid e d  to  you b y a 
me mb e r of your p rop e rty manag e me nt staff): 

1. Navig ate  to  the  Re source  Sche d ule  tab  from your Te nant Home p ag e
2. Vie w availab le  b uild ing  re source s in the  le ft p ane l, as we ll as a full-p ag e

cale nd ar with tog g le s for month, we e k, d ay, and  tod ay.
3. Click Cre ate  Re se rvation to  sche d ule  a ne w e ve nt.
4. Se le ct a re source  from the  d rop d own.  Provid e  all re q uire d  re q ue st d e tails,

name  the  e ve nt, and  se le ct a d ate  and  time , and  click ‘Save ’ to  comp le te  the
re source  re se rvation re q ue st.

5. O nce  your re se rvation re q ue st has b e e n save d , your e ve nt will ap p e ar on the
cale nd ar b e twe e n the  start and  e nd  d ate s you have  se le cte d .  The  cale nd ar will
also  d isp lay any o the r te nant re se rvations for the  sp ace  to  p re ve nt d up licate
b ooking s.

6. Your re q ue st will b e  p lace d  into  ‘Pe nd ing ’ status.  The  Manag e me nt Te am will
re vie w your re q ue st.

EDITING O R CANCELING AN EXISTING RESERVATIO N 
Stand ard  use rs can only e d it o r cance l the ir own re se rvations while  Ad mins can mod ify 
any re se rvation mad e  b y use rs in the ir o rg anization.  

To  mod ify or cance l: 

1. Navig ate  to  the  Re source  Sche d ule  tab  from your Te nant Home p ag e .
2. O p e n your confirme d  re source  re se rvation.
3. Make  ap p rop riate  mod ifications and  Click ‘Save ’ 

http://www.buildingengines.com/login
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SUPPORT TEAM 

Lake chia Jackson | Prop e rty Ad ministrator | lake chia.jackson@columb ia.re it  Be nita 

Bhatt | Prop e rty Manag e r | b e nita.b hatt@columb ia.re it  

Stacy McMahon | Dire ctor – Pro p  e rty  Ma n a g e m e n t  |  Stacy.McMahon@columb ia.re it 

mailto:sable.stratton@columbia.reit
mailto:lakechia.jackson@columbia.reit
mailto:benita.bhatt@columbia.reit
mailto:Stacy.McMahon@columbia.reit
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