2001 SIXTH, LLC. Telephone 206 / 443-1800
Facsimile 206 / 443-1683

WESTIN BUILDING e SUITE 300 ¢ 2001 SIXTH AVENUE e SEATTLE, WASHINGTON 98121-2520

Conference Room Reservation Form

Key Key
Pickup Return
Date
Tenant: Suite:
Contact Name: Phone:
Email Address:
Date Reserved:
Time Reserved:
Speaker Phone Checkout: ~ YES(Q) No O Returned: YESQ No QO
Will After Hours HVAC be needed?* YESQNOQO
Will an internet connection be needed? (Wireless /Hard-wire Provided) YESO NoQO

Any other requests:

The conference room key may be picked up just prior to your conference room reservation at the
3" floor reception desk. Conference Room charges begin when you pick up the key and will end
when the Conference Room key is returned, so it is important that the key be returned
immediately following your function to the 3 floor reception desk during business hours. If your
function ends after business hours, please drop the key in the mail drop box on the 3" floor.

Conference Room Charges: Please note that your suite will be billed around the first of
the month following your use of our facility.

$10.00 per hour (any portion thereof is rounded to the nearest hour)
$60.00 per day (6 hours or more)

*After hours (after 6:00 pm weekdays or anytime on weekends) use of the conference room
requires that the air conditioning/cooling system be kept on during your meeting.

Estimated Billing: Hours @ $10 per hour

$60 per day

TOTAL:

Authorized By:

Print Name: Date:
2001 TENANT ID:
SIXTH SUITE:
LLC. AMOUNT BILLED:
USE ONLY 2001 SIXTH INITIAL: DATE:
CHARGE TYPE: CONF
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2001 SIXTH, LLC. Telephone 206 / 443-1800
Facsimile 206 / 443-1683

WESTIN BUILDING e SUITE 300 ¢ 2001 SIXTH AVENUE e SEATTLE, WASHINGTON 98121-2520

Conference Room Information

Welcome to The Westin Building’s 16™ Floor Conference Room. We hope that
your use of the conference room is an enjoyable experience. The following is
some information to make your meeting go as smoothly as possible.

» The Conference Room key can be picked up 15 minutes prior to your
meeting at the Management Office Front Desk. Please remember to return
the key immediately after your meeting. If you are using the facility after-
hours, you may return the key in the Management Office’s drop box
located on the 3" floor.

» The Conference Room door is locked at all times. Please remember to
take the key with you if you leave during your meeting.

> If you or any member of your party will be using the conference room after
hours (6pm-6am), please remember that the elevators are on access card
usage only.

» If your party has requested use of the Speaker Phone for your meeting,
please note the following:

1) To dial out (for local calls), dial the area code, and then the phone
number you wish to call.

2) You cannot dial out long distance from the conference room.
3) You may have your outside party call the Westin Building’s front desk
at 206-443-1800. The front desk will transfer the call to the conference

room. If you choose to do this, please notify the Westin Building front
desk in advance so they are aware that your party will be calling.
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