CAN Resources
Room Booking:
Morningside: Search venue availability and book on http://uem.columbia.edu/ 
If room is not on there, contact the school directly using the Venues Master Document
CUMC: Contact directly or use 25Live booking system 
CTV: Email Sonia to check availability 
Printing:
-Send all captions and account information to printing@columbia.edu
-Antonio Neri an2547@columbia.edu  is the account manager and will help with everything
Catering:
-Check with venue beforehand to note their catering policy. Some only allow CU Catering or approved vendors
-If outside catering is not allowed, the venue will coordinate catering
-If outside catering is allowed, below are two great options:
Brownies Café 
· Perfect for small lunch meetings
· CTV has an account with them
· Email Sonia at least 24 hours in advance to coordinate
Between the Bread Catering 
· Perfect for large events (>50 people)
· CTV has used them for a number of events (Robotics Showcase, NYAC Meeting, etc.)
· Email Sean Martin sean@betweenthebread.com with event details (# of expected attendees, time of event, set up and breakdown requirements, etc.)
AV:
-For any spaces that do not include AV in their room booking, you will need to make a separate payment to University Event Management 
-Contact Rudy Rodriguez rr2728@columbia.edu and give all details to request a quote
-AV includes: Microphones, powerpoint, projection, recording

[bookmark: _GoBack]Video Production:
For recording co-sponsored, small lectures on campus:
· Minimal editing, 1-2 camera shoot
· Contact Edwin Ho at ech2148@columbia.edu with date, time, and scope of the event
· Edwin is a grad student at Columbia who has worked with our office for years
· He is on the CTV payroll and is the cheapest option for quick events
· Sample video
For recording large format, multi-camera, professional quality events on/off campus:
· Contact Matt Lenz at mattlenz37@gmail.com
· Most expensive but highest quality option
· Sample video
For general photos, b-roll, or smaller events:
· Contact Jack Steele at js5085@columbia.edu
· This option is free! 
· Jack can use the CTV cameras and work with editor to do a simple edit
Logo/Design Work: 
-Columbia Creative is an in-house design service 
-Their rates start around $100/hr and up
-They can do any branding or logo work
-Contact account manager Carol Balistreri cpb2105@columbia.edu 
-Note* You will have to independently contact printing department and send them any design PDFs you receive from Columbia Creative for printing
Branded Merchandise:
-CTV has a contract with 4imprint for all of our branded merchandise
-Contact Jon Thomas jthohmas@4imprint.com and mention you are affiliated with CTV, send quantity and logo you would like to feature 
