Division of Biology and
Biological Engineering

Facility Usage Information and Policies

1. Types of Events Allowed

Events must be of educational, scientific, cultural, or public interest, such as classes, conferences,
lectures, seminars, meetings, student organizations, government-related activities, and related
receptions and social events. They must be Caltech/JPL-related or have a Caltech/JPL sponsor.
Profit-making events are not permitted. Events may not charge attendees, except for registration
fees for scientific and educational conferences. Private social events, weddings, and wedding
receptions are not allowed.

2. Facility Usage Fees

e Thereis no charge for using BBE facilities.

e APTAis required when reserving Broad 100, BBB B180, Chen 100, 130, the Chen Lobby, and
Chen outdoor areas. The PTA will be used if the space is not returned in its original condition.

e Custodial services are mandatory for multi-day and weekend events. If not arranged, fees will
be charged to the PTA.

e Repair fees for any damages will be charged to the PTA.

3. Outdoor Assembly Permits — City of Pasadena

The City of Pasadena requires permits for outdoor assemblies and events, including those on the
Caltech campus. These permits are needed for activities involving 50 or more people, open flames,
and tents. Caterers and tent providers should obtain permits as part of their process.

For information, visit: https://dandc.caltech.edu/events-and-notices/event-scheduling

4. Request for Facilities Services

Organizers should arrange for custodial services, audio/visual equipment, and additional electrical
needs before the event. Submit requests through the Facilities and AIM portal:
https://facilities.caltech.edu/fsr

JPL: Send an e-mail to the Service Center (ppservice@caltech.edu) with your request and JPL
account number.

5. Setup, Catering, and Cleanup

e Do not block entrances or disability access ramps during or after set up.

e (Cateringis allowed by campus or non-campus caterers.

e Order tables, extra trash cans, custodial services, or request furniture moves at:
https://facilities.caltech.edu/fsr. Event organizers are advised to use external party rental
companies due to limited options for campus furnishing.

e For outdoor events, place trash bags in the Broad Café main dumpster located across from the
Chen Building. Do not leave boxes or trash bags in the building, on patios, or in outdoor areas.
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5. Contact Information

EMERGENCY - ANY
SECURITY (CALTECH)

Dial x5000 from a campus telephone
or (626) 395-5000 from a cell phone

Security Non-emergency
Assistance

x3164 or (626) 395-3164

BBE Room Reservations

bberooms@caltech.edu

A/V training for BBE Rooms

To ensure you are familiar with the equipment prior to
your event, please schedule an A/V training session in
advance with Corey Tran.
coreyt@caltech.edu

Maintenance Emergencies

Service Center: x 4717 (and press 9)
or (626) 395-4717 (and press 9)

Audio/Visual Services (AMT)

Caltech Academic Media Technologies
x4657 or (626) 395-4657
amt@caltech.edu

Network and Wireless

IMSS: x 3500 or (626) 395-3500
help@caltech.edu

Custodial Services

Service Center: x 4717 (and press 9)
or (626) 395-4717 (and press 9)
ppservice@caltech.edu

Parking Information

Parking Office
x 8877 or (626) 395-8877
parking@caltech.edu

Transportation

Transportation Services
x 4703 or (626) 395-8877

Campus Map

https://www.caltech.edu/documents/9/Campus-
Map 240501.pdf
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