LISTING OF CONFERENCE ROOMS & CONTACTS
COMMON USE ROOMS

	BUILDING ADDRESS
	MEETING ROOM
	LOCATION
	CAPACITY
	CONTACT NAME & NUMBER

	450 Civic Center Plaza, Suite 022
	Rosie the Riveter
	Basement
(Need Access Key)
	22
	Soco Pérez
620-2783

Sue Kadlec
621-1264

	450 Civic Center Plaza, Suite 020
	Point Potrero
	Basement, West
	14
	Jeff Nash
620-6537
or send an e-mail w/request to Jeff_Nash@ci.richmond.ca.us
A return e-mail will be sent with confirmation.   

	450 Civic Center Plaza, Suite 016
	Training Room/EOC
	Basement, Center
	32
	Sue Hartman
620-6874

	450 Civic Center Plaza, Suite 012
	Point Isabel
	Basement, East

(Room not yet available for conference use)
	14
	Soco Pérez
620-2783

	450 Civic Center Plaza, Suite 112
	Richmond
	Lobby, 1st Floor
	22
	Soco Pérez
620-2783

Sue Kadlec
621-1264

	450 Civic Center Plaza, Suite 303
	Ford Point
	Common Area, 3rd Floor

(The Mayor has priority over this room)
	10
	Soco Pérez
620-2783

Sue Kadlec
621-1264

	440 Civic Center Plaza, Basement
	Alvarado
	Basement
(Need Access Key)
	25

(25 chairs &
 4 tables)
	Soco Pérez
620-2783

Sue Kadlec
621-1264

	440 Civic Center Plaza, Basement
	Multi-Purpose
	Basement
(Need Access Key)
	121

(65 chairs &
10 tables)
	Soco Pérez
620-2783

Sue Kadlec
621-1264


DEPARTMENT CONFERENCE ROOMS

	BUILDING ADDRESS
	MEETING ROOM
	LOCATION
	CAPACITY
	CONTACT NAME & NUMBER

	450 Civic Center Plaza, Suite 104
	Brooks Island
	IT Department, 1st Floor
	10
	Sue Hartman
620-6874

	450 Civic Center Plaza, Suite 110
450 Civic Center Plaza, Suite 120
	Sea Cliff
Rheem Creek
	Finance Department, 1st Floor
Lobby, 1st Floor
	16
4
	Theresa Austin
620-6891

Valerie Lewis
620-6740

	450 Civic Center Plaza, Suite 216
	Ferry Point
	Engineering Department, 2nd Floor
	6
	Gina DeLaTorre
307-8094

Dominique Jackson
307-8095

	450 Civic Center Plaza, Lobby

450 Civic Center Plaza, 240
	Point Molate
Kozy Kove
	Planning & Building Svcs., 2nd Floor
	14
6
	I Kuan Choi
621-1231

Sabrina Key
620-6705

	450 Civic Center Plaza, Suite 310
	Wildcat Canyon

Brickyard Cove
	Human Resources Mgmnt., 3rd Floor
	14

6
	Lisa Carter 
620-6600

Diane Madsen 
620-6602

	450 Civic Center Plaza, Suite 322
	City Manager’s Conference Room
	Office of the City Manager, 3rd Floor

(Only available for meetings scheduled by the Manager)
	18
	Sue Kadlec
621-1264
Soco Pérez
620-2783



	450 Civic Center Plaza, Suite 340
	Keller Beach Law Library
	City Attorney’s Office, 3rd Floor
	12 to 14
	Carol Redmon
620-6509

Patrick Seals
307-8016

	450 Civic Center Plaza, Suite 317
	Nicholl Knob
	City Clerk, 3rd Floor
	6
	Ursula Deloa
621-1257

	440 Civic Center Plaza, Suite 200
	Fire Admin.
	Fire Dept., 2nd Floor
	14
	Diane Canepa 
307-8161

Linda Driskell
307-8044

Christine Sanok
621-1213

	440 Civic Center Plaza, Suite 200


	Marina Bay

Downtown

Hickory Pit
	Redevelopment, 2nd Floor
Redevelopment, 2nd Floor

Redevelopment, 2nd Floor

	10

14

8
	Cheryl Gilmer
231-3047

Front Desk
307-8140



	440 Civic Center Plaza, Suite 360
	Stege Creek
	ONS, 3rd Floor
	6 chairs

(no table)
	Deborah Dias
620-5422

	440 Civic Center Plaza, Suite 300
	Westridge
	Richmond Housing Authority, 3rd Fl.
	6
	Charlotte Dennis
621-1322

	325 Civic Center Plaza
	Madeline F. Whittlesey 
	Library
(Patio entrance adjacent to Children’s Library)
	100 Auditorium Style

60 w/tables
	Children’s 
Library
620-6557

Susan Harris
620-6555

	330 – 25th Street
	Conf Room #1

Conf Room #2
	Employment & Training, 1st Floor

Employment & Training, 1st Floor
	30

12
	Lorena Rodriguez
307-8034
Itza Gonzalez
307-8023

	3230 Macdonald Ave.
	Conference Room
	Richmond Recreation Complex, 2nd Floor
	12
	Johann Frazier
620-6950

Reservations 
Office
620-6793

	#6 - 13th Street, Bldg. A, 2nd Floor
	Public Works Admn
	Public Works Administration
	12
	Noni Thomas
231-3008

Liliana Almonte
621-1238

	1701 Regatta Blvd.
	Chief’s Conference Room
	Richmond Police Dept., 1st Floor
(Conference rooms located at the Police Department are scheduled on a case-by-case basis)
	10
	Vickie Mathews
621-1802

Dorothy Mandujano

620-6656

	1701 Regatta Blvd.
	1st Floor Main Conference Room
	Richmond Police Dept., 1st Floor
(Conference rooms located at the Police Department are scheduled on a case-by-case basis)
	40
	Vickie Mathews
621-1802

Dorothy Mandujano

620-6656

	1701 Regatta Blvd.
	CIB Conference Room
	Richmond Police Dept., 2nd Floor
(Conference rooms located at the Police Department are scheduled on a case-by-case basis)
	15
	Vickie Mathews
621-1802

Dorothy Mandujano

620-6656

	1411 Harbour Way South
	Port Conference Rm
	Port Administration, 3rd Floor
	10
	Janie Singleton
215-4600


PROTOCOL FOR RESERVING ROOMS
1. Reserve the room with the appropriate contact person.

2. Notify meeting participants of the date, time, specific building address, meeting room, location, and how many people you are expecting.
3. Notify the security guard on the first floor of the meeting specifics:  Date, time, location (as noted above in no. 2), and meeting contact’s name and number.  A detailed list is preferred.  This is particularly important if you are expecting outside participants, and/or it is a meeting scheduled before or after regular business hours or on weekends.
Questions regarding Common Use conference room scheduling should be referred to Soco Perez, City Manager’s Office at 620-2783.
Please contact Lisa Carter at lisa_carter@ci.richmond.ca.us for updates to this list.
LTK/lyc
09/25/09
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