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Conference Room Rules and Guidelines 
(Rules and guidelines are subject to change) 

The intent of the Conference Center is to offer a large overflow space for tenants who occasionally 
require a large gathering area beyond that of their own suite space. Please bear in mind other 
tenants within the building during and after normal business hours. Use consideration during 
events. These rules and guidelines are provided to ensure a safe, pleasant, and functional setting 
for all tenants utilizing and conducting business within the building. The following rules and 
guidelines governing conference room events at 1050 17th Street NW have been established by the 
Property Management Office and are intended as procedures within which Tenant sponsored 
events must operate.   

• Standard event Hours of Operation are 7:30 am - 7:30 pm on Monday - Friday (excluding 
any observed building holidays and weekends). All equipment and decorations must be 
removed from the penthouse immediately following the event.

• There is a reservation fee of $135 for half of a day and $270 for a full day
• Maximum capacity for space is 242. Capacity includes all people including coordinators, 

caterers, security, etc.
• The conference room is reserved exclusively for tenant sponsored events. Private events 

are not permitted.
• Tenants shall be responsible for all their actions as well as those of their suppliers, 

vendors, and visitors.
• No loud, abusive, or otherwise offensive or inappropriate language or actions will be 

allowed. Tenant shall promptly remove from site any employee, vendor or visitor deemed 
inappropriate or abusive by Landlord or Landlord’s agent.

• The use of candles, external heaters, or propane devices are strictly prohibited in the 
conference room, except for stenos.

• No admittance fee or charge for attendance of any conference events may be collected 
during use.

• Tenant vendors must load and unload using Freight elevator A
• Loading Dock: Schedule 7 days in advance.

Hours- Monday – Friday, 7:30a.m. - 7:30p.m. Saturday 9:00a.m. – 1:00p.m. Closed on 
Sunday.

• If alcohol is served, security must be present. $55.00 per hour, 1 hour minimum.
• Overtime security must be scheduled 48 hours in advance. $55.00 per hour w/ a minimum 

of 1 hour.
• Cancellation Fee applies if service is not canceled within 24 hours of requested start time.
• Fees are subject to periodic adjustments. All fees are non-refundable.
• All patrons must adhere to current CDC Guidelines for public spaces and DC Mayor’s 

orders.
• Red wine is not permitted in the Conference Center.

Please access Prism to schedule and coordinate conference room events.


