Preface

Welcome to the challenge of making sure your event goes off as planned. We
hope this booklet will help make this opportunity a pleasant experience. If at any time
throughout your event preparations you have any questions or concerns, please do not
hesitate to call the Physical Plant Office at 271-4417. We will be glad to assist you in any
way we can. This can be handled by a phone call or if needed, we can arrange a meeting
with you to discuss your event.

The safety of everyone involved is our first priority. Our staff will make an
assessment of the event, occupancy load, furnishings, and equipment needed to ensure a
safe environment for all. If there is a question that arises from our standpoint, we will
contact the Office of Risk Management for clarification to proceed.

To prevent damages, we will use all means necessary to protect University
patrons, furniture, equipment, accessories, buildings, and premises. However, in the
unlikely event that any furnishings, equipment, or premises are damaged or missing
during or after the event, please notify us in writing or by phone as soon as possible. Due
to this being a non-profit division of Physical Plant and most services are usually free of
charge, all damages and missing equipment are the responsibility of the group hosting
the event.

Again it is the Physical Plant Department’s goal to assist you in order to make
your event a successful one and a hassle-free experience.



Event Guidelines

Philosophy of an Event

The philosophy of having an event is to make preparations for all to enjoy and
learn from the experience. Webster’s dictionary describes “event” as an occurrence,
especially one of importance. We understand that planning for and during an event can be
a time of short notice, short tempers, and very little patience. Our staff will strive to make
sure that you are kept informed all thru the set-up and take-down of your event. It is
imperative that you keep us informed of any changes that come along during the course
of planning your event to make it happen as smoothly and quickly as possible.

Event Coordinator

To expedite the event set-up process, please assign one (1) person from your
group to be “in charge” of the event. This works out better than having several bosses
trying to be in charge. Also make sure you provide us with phone numbers so we can
reach you if we have a question.

Special Requests

If you feel you have any special “needs”, special requests, or anything that
requires special attention relating to set-up/take-down of an event please call the Physical
Plant Office at 271-4417 before the event is scheduled, so we can look at your needs.
Sometimes the “special” part of your event can be handled by simply knowing what
equipment is available, moving your event to a new venue or by contacting the correct
personnel to answer your questions.

University Equipment

The use of University equipment by individuals, groups, or organizations for
activities not directly connected with the university is not permitted, unless included in a
facilities usage contract. A facilities usage contract is available in the Scheduling Office.
No University equipment may be taken from University property except where such
equipment is to be used for official University Business. The use by any department of
University-owned items assigned to the Maintenance Department must be cleared with
the Vice President of Financial Planning and Administration.




Scheduling Policy

Student, faculty, and staff groups and their activities are vital to the educational
process, and University groups are encouraged to make use of the University facilities
and grounds when their endeavors are part of their University work.

Events are defined as any organized meeting or function occurring in University
facilities or outdoor areas.

Insuring the availability of space for the numerous events, which take place on
our campus during a single day, requires the coordination of a number of supporting
services and careful scheduling to avoid conflicts. The Scheduling Services Office
(SSO) has the responsibility for such coordination and scheduling, for maintaining the
master calendar, for communicating with the coordinators of appropriate support
services, and for other concurrence involving requested arrangements. To facilitate
effective coordination, all members of the University community must communicate with
the Scheduling Office concerning the use of facilities.

All nonaffiliated groups will schedule the use of all MWSU facilities and grounds
through the Office of Conferences and Special Programs (OCSP). This office will be
responsible for coordinating and confirming all scheduling details with the Scheduling
Office.

Facility Usage Policies

These are clearly printed on the Facility Reservation Form available at the
Scheduling Services Office. Please read them.

Scheduling Forms / Reservations

A Facility Reservation Form must be registered with complete details
electronically at the Scheduling Services Office. Events requiring a suite of services
should complete their request no later than (14) working days prior to the event. Fill out
completely (1) form for each event, even if there will be multiple dates for the same
event. Please also be mindful that the staff handling your event needs to be able to read
the form to ensure it is set-up correctly.

A Maintenance Request Form may be required for events that require supplies,
renting of equipment, overtime, or the construction of /for the event. This will be event
specific and necessary to recover our expenses. An index code must be included on the
form.

Reservations will generally be taken on a first-come first-served basis. However,
the SSO may require changes on location based upon the best interest of the University.
The SSO also reserves the right to regulate, modify, relocate, reschedule or cancel events
based on the best interest of the University after notification to the reserving group.



Group Responsibilities

1. Groups sponsoring events are responsible for having a member of the group
present at all times during the event. Student groups must have a faculty/staff
advisor present at all times during the event.

2. Completion of logistical arrangements for the event, such as audio visual
equipment, food, set-up, cleanup, public safety, maintenance equipment,
tables, chairs, etc.; and any possible cost for arrangements.

3. Public Safety is responsible for unlocking facilities for events. A member of
the reserving group must be present for the facility to be unlocked and must
remain in or at the facility until it is locked. Facilities may not be left
unattended while unsecured. Public Safety may have to be phoned to get a
facility locked or unlocked.

4. Facilities used by student groups must be returned to their original condition

immediately following the event.

All dances will require a facility deposit and the services of Public Safety.

6. Groups seeking official student organization recognition may only sponsor

and schedule recruitment/informational meetings.

All safety and fire code guidelines must be observed at all times.

8. If anevent is canceled or changed, the requester is required to electronically
cancel or change the reservation immediately. Late cancellation notification
may result in assessment of fees at the discretion of the service provider.

9. University policy strictly prohibits the use of ALCOHOL on campus.
TOBACCO products may not be used in campus facilities.

10. Offensive displays/music that degrades the quality of life and/or contain foul
language shall not be aired in an open, unconfined area (i.e. outdoors,
hallways, lobbies, etc.).

11. Additional charges will be assessed equal to the amount necessary to repair
damages, replace missing equipment, or pay for excessive clean up.

o
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Payment for Services

The SSO will act as the clearing house for the provision of contracted services.
Payment arrangements for campus services will be made through the SSO for the
University. Payment arrangements for nonaffiliated groups will be made through the
OCSP. Groups requesting special equipment or services will be referred to the
appropriate department for determination of fees.

Groups planning to have food during a scheduled event will work directly with
the University contracted food service provider. The food service provider will bill
groups directly or through the OCSP for services provided. The University has an
exclusive contract for food service on campus. Other caterers are not permitted without
the prior permission of the Director of Food Service.



Groups wanting to have concessions will work directly with the Athletic Director
of Finance. No concessions are permitted without prior permission.

Event Insurance Requirements

Missouri Western State University requires general liability insurance coverage
(bodily injury, property damage) in the amount of $1,000,000.00 per occurrence from an
“A” rated insurance company. This is to be provided (14) days prior to the event, cover
the entire term of the facility reservation, and have the University listed as additional
insured.

Vendors and/or suppliers must also provide a certificate of insurance with the
University named as additional insured prior to the event from an “A” rated insurance
company.

Other types and amounts of insurance may be required dependent on the services
that are being provided and the obligations of the parties under the contract. Review by
the Risk Management Officer may be required at the discretion of the SSO.

Telephone Numbers that you may need to answer questions:

Scheduling Services Office 271- 4210
Office of Conferences and Special Programs 271- 4110 or 4115
Public Safety Office 271- 4438
Maintenance Office 271- 4417
Supervisor of Grounds/Events 271- 5816
Director of Food Service 271- 5855
Catering 271- 4435
Office of Risk Management 271- 4466
Athletic Director of Finance 271- 5903
Classroom Services 271- 4395

Director of Recreation Services 271- 4247




Events Equipment Types
A maintenance request form (3 copies) must be completed and stamped in
the Physical Plant Office (14) business days prior to the event date for all
events requiring equipment listed below. An index code must be on the
maintenance request and is necessary to recover our cost in case of damages,
missing equipment, or overtime cost. Equipment types that are available on a
first come / first served basis are listed. The amount of equipment available
will vary depending on the schedule of events and their priority. Please do
not request more equipment than you need for your event.

Tables 30” x 72” Folding (wood top)
Tables 60” Round (formica top)
Tables 18" x 72”

Chairs Metal Folding

Chairs Padded stackable (blue)
Chairs Padded stackable (black)
Chairs Plastic seat /stackable (blu/green)
Stages 2’ tall 4’ x 8" - wood

Stages 2’ tall 5° x5’ - wood

Stages 2’ tall 4’ x4’ - wood

Stages 1’ tall 4’ x 8" - wood

Stages Steps w/rail - wood

Stages Ramps w/rails -wood

Trash Barrels Plastic (50 gal.)

Trash Barrels Metal (50 gal.)

Barricades Various sizes/ shapes
Podiums 21” x 34” (natural color)
Podiums Table top model
Podiums I shape (wood)

Podiums | shape (metal)

Rope Standards | Metal post type (grass areas)

Rope Standards | Hard surface type (white —wood)

Rope Standards | Hard surface type (black —metal)

Rope Standards | Hard surface type (orange —metal)

Barbeque Grill | Large “on wheels” (36” x 72)

Barbeque Grill | Small on stand (24" x 36”)




“Some Events Equipment (chairs, tables and stages) not listed are building
specific. Blum Union and the Fulkerson Center are examples. The
equipment used and stored in these buildings MUST NOT be removed.”

All tent requests require (14) days prior notice and weather will be the
deciding factor for set-up and take down. Nonaffiliated group requests
that require set-up or take down during weekends or evening hours will be
charged for the overtime cost.

20" x 40’ Tent Open all sides

20” x 40’ Tent Closed on (1) side and /or (1) end
20° x 30" Tent Open

20" x 30° Tent Closed on (1) side and /or (1) end
20" x 20° Tent Open all sides

20" x 20° Tent Closed on (1), (2), or (3) sides




MISSOURI WESTERN STATE UNIVERSITY
FACILITY RESERVATION FORM

CWESTERY

MWSU Scheduling Services Office

LRC 104
4525 Downs Drive
Saint Joseph, Missouri 64507-2248 Contract &
Phone: (B16) 271-4210 Fax: {818) 271-53632
E-mail: eball@missouriwestern.edu
willisdi@missouriwestern.edu

Facility Usage Policies Set-Up [Please check onel
1. FacllT=s wil not De reserved untll 3 complsted resarvation famm I8 recelved In he

Schedling Secvices OMce. Lecture Theatre Classroom  _ U-Shaped
2 Faclity resarvations must be submitted 14 working days In advance of avant : ] !
3. Ewenls sponecred Dy & campus department or student organization must have SO00 000

represeniation by ihe sponsoring group at the event. mpelal= ermmma o o
4. Thera will be a 3100 deposlt required for all evants raquiring Public Safsty. s 4
5 Events sponsored by student organizations wil require ihe attengance of ihe )

sponsonng organizalion's Faculy'San Advisor. Board Room ___Sguare Harringbone
6. Cabege policy siriclly pronibits the vse of alcohol ard tobacco products on CaMpUs. L
7. Addltional charges for sel-Up may apoiy for evants that reguire excassive sefup o | — |

occur ouislde of weskoay business hours, weskenos of on college recognized | i s e e

noldays
& Addlional charges will be aesessad I there are damages fo facliiles ar equipment Exhibi Rounds T-Shaped
9 For events invoiving physical partkipation, MWSU rquines comioinen single-ime, i i P

general Eaplity Insurance coverage (bodly Injury. propery tamags) in the amount
of 51,000,000 be provided wih WWSU named a5 an addbonal meured. A
cerlificais of iNsLrance must be proviced 14 working days price to ihe event and
must cover e entine term of e faciity reservation.

10, WS resenes e righl 1o carcel or reschedule reservations ouz o 3cademic
nesd or act of Goo

Event Information

Ewant Data(s}

Faciity Requasled:

Eweni TEie

[

Wil uae room =8 k=, no 3&1.-[![.'! requinad.

F

Cther (deecribe In full aetall the desied set-up, Include drawing)

Ewant Purpose:

Ewent Time: 2 AM PM to AN P

Zal-up Time: AM PM o AN PM

Eslimaled Allendance
fused i determine mumbsar of tables and chalrs necessany, ¥ applicabia)

Wil faod o DEverags be senen YES

I food or beverage Ia to be nar-.re-u ‘orders must be piacad w Ilh Food Sarvice, 18-
271-4435, at least 14 working days prior to the date of the avant

Ewvent Contact

Mame
Crp Depl.

Bunget Number:

{for SWSL Departments only)

Adoress:

Phone: Tooay's Data;

E-mall:

Advisor's Information [Student Organizations Only)

Advisars Name:

Advisars Signature

Phone: Today's Date;

CampuUs A40mess: E-mait

Please draw the desired set-up in the box below If you salected other.

Public Safety

Evenl sponsors may request Public Safety sanvices. Please incicale balow the rumber of
officars requested. A minimum fee of 320 per ofMcer, per hour with a four-nour mdnimum
requined for each officer. 1t B2 the responsiblity of the sponeoring organizationd
gapartmant bz contact Public Safely and make the neceasary arrangemants at laast
14 waorking daye prior to the date of the avent.

Kumiber of officer's requesledirequirsd:
Some ewents may require Public Safety. This dessmmination ls the discrefion of the
Schaguling Services Office and the Dean of Sludent Cevelcpment. ¥ I Is ceemed that

Public Safety will be reguired, consent of the spansorng Crganlzation/Department wil be
abtalned priar o approval.

CONTINUED ON REVERSE SIDE



Presentation Eguipment

£l equipment will be sat-up during the set-up fime you Indica%e In the Event Information
seclion of fhis form. Requested eguipment 15 not confirmed unbl you recelve an
confirmation e-mall from Classroom Services. Questions regarding equipment should be
drected to Classroom Sersices at 271-2335. For satelite down Inking, contact Detbie
Sivlus at 271-4163. For two-way wideoconferencing contact Danlelle Hunlt at 271-4283.
Sandces provided penaing the avallablity of technical and sLaT resources.  Charges will
DR,

Smart Facilities

Smart FacliRizs have presentalion eguipment pre-Instalien. Smar Facllles DO
WOT hawe all ihe equipment listed below. Please check Classroom Information
Guide capatiiiies =t waw misgoyrweEtem .edyigageroominto or contact Classroom

Senices at 271-4335.
Smar Faclilias EquIpment
Diaiaryileo Projecion
TWiDala Monitor
Aumio Tape/CD Player
WCR
Documen: Camera
Desiiop Compuler
Dvernead Projecior
Siige Projector
T Blayer
Motebook Compuier Hook-up
Sereen
Wirekss Micophone

Setup | Traiming Hesded?

Deliverable Equipment
Equipmanit

Dellver Sat-up Tralning

Nasded?

Fine Arts Theatre

Regues? equipment for use In the Fine Ars Thealrz in the table below. Music stanos
planos ard other musical nslruments must be secursd trough the MWSL Muskc
Depanriment at 271-4420. Please direct all questions regarding the Fine Arts Theatre at
271-4283

Equipment

Set-up
Slx Fool Tables

Faoloing Chalrs

4'¥%3" Platforms

Linited S1ates and State Flags
Wired Micophones

Microphone Stands

Cassetle Tape and CO Plavback

Headsels far 333[513;:- Communication

Stage Lighting

El‘ﬂg& Fl‘g‘ E"E'.El"l I:JEE":I 2 sUEpend BLENENY far mave-Infmave-out, ﬂ|5=|i}'
event Danners, E|§ nE, MapE, Jos, (2]

* Costume. lighting and sound design

Fodlum

Podlum with Comparer (for presantations)
Poriable Rack Unit wih Switcher, Audio Contoks, WCR, Casselte Tape, &
cD

Daocument Camera

Center Mountag Stage Scresn

Flxag-mountag Cata’visen Projecior In rear projection booth

Lise of Eox Office, phong numbsr 271-2442

Box Office Communications Heassst (ko monior slage audlo whnlie Im Box
oo

Drageing Fooms (2 large rooms locatad In basement of Fine Arts Bullding
with restroome and slage audlo monikors]

Lobby Cwemead Cleplay Ligning

Vigeo ProjecionVCR
Vigeo ProjecionrNolebook-hook up
TWNCR set-up
Ciata MonkorVCR set-up
Cwerhead Prajschar
Cart
Pormable Soresn
Boom Bax - Tape/CD
Casselle Recorder
Slige Projector
Easel
Ciry Erase Easel
Podium
Table Top Microphone
Podium Microphone
MicrophaneTall Stand
Cameorer Tripod
P Moteook (for presentations)
Zlp Drive far PC
Internet for PC
Classroom Serdces DOES NOT provide consumables such as easel paper, dry
SrE5e [PEMS, Erasars, tapes, elo..

Please putline special Instructions Tor presentation equipment set-up.

* train 1, = neaged, please Inglcate desired iraining time:
AN PR

ndlcate e number of tachnicians nesdag (I necasEany):

=II.I'|"I|IZ|3I'|E necessary, pleass Indizate imes neaged
AM PW to AN PM

Techniclan Tess are $5.00 per hour'par techmiclan for all activities not directly
related to @ MWSU cradif or non-cradit class. Technicians must be requested 10
warking daye prior fo the event

Recreation Services & Facilities

Recrealion and atnietic equipment can be reserven. Please call the Recreation Senvices
ang Facllies OfMce at 316-271-4247. Equipment Is avallable on @ frst come, first sarve
basls and must be reserved at least wo weeks priar ta the event.

Zome equipment wil raguine 3 deposit and'or f2e.  This determination Is at the dlscration
of the Director of Recreation Senvices and Faclifes.

Lobby Projection Scresn (located at the norh end)

* Requires k2ad tme and JIJ:IECI'I!l technicians. The fes s 36,00 per hour'per tachniclan
Plzase contacl the Fine Arls Theatre at 271-42E83 for additional dedalls.

Invoice (if applicable)
Departmant
Public Sarety
CI3ssroom Senices
Fine Ars Theatre
Friyeizal Flant
Flanetarium
Recreallon Services
Facilty Fee
LiEequard Labar
Supervisar Labar
Scnedullng Senices
TOTAL DUE
* Food Zerdce changes will b= biled by the Food Serdces Office.

amount | Description

OFFICE USE ONLY

Mature of Event {Check one that Is most appllcable)

Mesting Leciure Dance Luncheon Dinner
Recepilon Franstarium Cither
Scheduling Approwval
Slignature Diate:
Dean of Student Development Approval
[required for student organizalions only)
Slignature Diate:

Risk Management Approval
[required far ewents that Invalve physlcal activity or nave the patential for parsonal sk or
njury, as setermined by the Rlsk Management CiMcer)

Slgnaturs Daka:

Distribution [Check all that appiy)
Busingss Offce
Puilic Satety
CIaBsmom Services
Event Contact

Fing ARs Theatre
Food Sanvice
Physical Plamt
Planstarium
Recreation Senvices
Risk Management
Cither, pladse spaciy:
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