Guidelines for Use of
Seminar Room, Octagon Room, Small Meeting Room, 7th Floor Lounge, and 6th Floor Lounge

0. Overview
Seminar Room: Room 611, Seating Capacity: 35 seats, Reservation required
Octagon Room: Room 731, Seating Capacity: 10 seats (3 additional seats), Reservation required
Small Meeting Room: Room 732, Seating Capacity: 4 seats (2 additional seats), Reservation required
7th Floor Lounge: Room 710, Seating Capacity: Approximately 18 seats, No reservation required (1-4)

6t Floor Lounge: Room 631, Seating Capacity: 8 seats (2 additional seats), No reservation required (1-4)

1. Reserving the Meeting Rooms
1-1. Reservations are open to all Tokyo College faculty and staff members (excluding visiting scholars).

1-2. Reservations for the meeting rooms should be made by yourself using Google Calendar, unless you

are a Tokyo College Invited Professor.

1-3. If you are a Tokyo College Invited Professor, reservations for the meeting rooms are made by the
personnel assisting you during your appointment period at Tokyo College
(research.support@tc.u-tokyo.ac.jp).

1-4. No reservation is required for 7th Floor lounge and 6t Floor Lounge. However, if you intend to

occupy it for an extended period, please contact the Tokyo College team via email.

2. Purpose of Use

2-1. Activities related to education, research, and associated meetings, etc.

3. Usage Guidelines

3-1. If there are multiple external visitors expected, such as for classes or meetings, please inform the
Tokyo College team in advance via email about the schedule and the number of visitors needing
assistance with passing through the automatic doors.

3-2. The equipment provided in the meeting rooms is available for use. However, please note that the
Tokyo College team does not provide assistance with setup, so please set up the equipment on
your own.

3-3. Restore the rooms to their original condition after use. If the rooms become dirty, please clean
them.

3-4. The keys to the meeting rooms are managed in the office. The reservation holder is responsible
for borrowing and returning the keys. Please sign the key management logbook in the office when
borrowing or returning the keys.

3-5. If using the rooms after 5:30 PM, please return the keys early the next morning. In such cases, to
prevent loss, please do not take the keys home, but rather keep them locked in your own room or

workspace at Tokyo college.
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3-6. When returning the keys, please inform the Tokyo College team and confirm together that the
rooms have been restored to their original condition.
3-7. The electronic piano in the 7th floor lounge can be used with sound if the volume is at the level of

a Zoom Meeting.

4. Eating and Drinking
4-1. Eating and drinking are allowed within the scope of the “Purpose of Use” guidelines in 2-1.
4-2. Social gatherings involving eating and drinking are limited to 7th floor lounge and 6th floor

lounge. (For usage outside of regular hours, please contact the Tokyo College team.)

5. Cases that Require Prior Consultation
In the following cases, please consult with the Tokyo College team in advance:
5-1. Usage outside of regular hours (weekdays 9:00 AM - 5:30 PM): Confirm the key handover, purpose
of use, and emergency contacts (police, fire department, ambulance).

5-2. When users drink alcohol in the meeting rooms.

6. Other
6-1. Priority is given to visits and important meetings. Even if you reserved the room earlier for the
same day, you may be asked to give up the meeting rooms for such meetings.
6-2. If situations arise that cannot be determined solely by these guidelines, the decision will be made

by the Director of Tokyo College.

Contact: Tokyo College Team
Email: tokyo.college.adm@gs.mail.u-tokyo.ac.jp
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