
EMS Room Reservation 
System



Where can I book space?

• Schapiro
• Dodge Hall
• Riverside Church
• Nash



Priority order for room requests

1. Thesis productions
2. classroom presentations open to the public (including second year 
productions, new play readings, acting scenes, directing projects, etc.) 
3. Class work
4. Non-departmental projects



Weekly Booking vs. Last Minute Booking

• Weekly requests:
• Made on Wednesdays
• For: that Saturday through Friday

• Last minute requests are contingent upon what is available after 
weekly requests are filled, so it is always better to plan ahead and 
make a weekly request.
• You’ll make these requests anytime after Wednesday each week.



Weekly Booking Process



Step 1. Log In: ems.cuit.columbia.edu/arts/

https://ems.cuit.columbia.edu/arts/


Step 2. Weekly or Last Minute?



Step 3. Pick Date/Time



Step 4. Pick your room 



Step 5. Select room



Step 6. Event Notes AKA the details



Step 7. Save & Next



Step 8. Details, details, details…





How do I know my space is confirmed?

Not Confirmed!



How do I know my space is confirmed?

Confirmed!



Some Important Policies

• The end of your booking time is when you need to be out of the 
space. Sometimes the next reservation is as soon as your reservation 
ends. Please be sure you have set your room to neutral and your 
team is out of the space by the end of your booking
• Your EMS accounts are gold! If you have an approved booking it’s 

your space!



Quick Review

• When do YOU book space?



• Wednesdays!



• When does the office approve space?



• Thursdays!



• The first space day will be Wednesday September 7th

• If you need space before this, make a last minute booking


