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Event Planning Guideline

Designated aheadanding Mott University Center (UCEN), UnjeosthbBiateny (lBBYWVilliam S. WhiteBuilc
are available for meetings, activities, and events. The following policies and procedures apply.

Facilities are reserved in the order in which requests are received, \Ginugoasdiavaiab/g/spade./teve it
Services (EBS) reserves the right to assign, and if necessary, reassign facibtieseroassulreasie most prici

Willful or careless damage to Universitnsiegléngamssdalipraaeplacement ana/or repair charge. Thejjuser
of all participants.

A representative of the group must remain in the facility until the event is conypémedsohe peespone /et
has vacated the premises. Overtime charges will be assessed when individuals remain in facilities peyo

Users and their representatives must obey all University and EBS udicslstecgniatoiesablanslines, §nd a
All facilitieshmmUniversity of Mrdimtranpus are smoke free.

Rental Periods
All rates when applicable are based on 4 hours of continucbsiselgnbasi8 b& elafgedionis p§rthe
basis for determining a business aay.
Events scheduled gaaoitalildingyiabesassessed overtime fees.
Events scheduled during normally closed peridsivol éwiiassersoid sidoiemdotbbaregolaEier
ratbegsondalf hour before the grthewratalsesiatf hour after the group leaves.

Scheduling
1 For space in the UCEN, NEBE&EYerMBBlall and WSW Building, pleas#tBéntact EBS at 762
Space can be reserved using Virtu ZrE £srvigiting/ems
Users may use only rooms they have reserved.
Reservations for major events (banquets, dances, etcrhustbetteordaneicdtlI6asiribalays pridy o i
Tentative reservations will be held for 14 calendar days.

Room Arrangements and Equijpment
Events with attendance overstéodara/dhraogements will require a meaetingawith an EBS staff .
Room arrangements for lagjeralaitbeviems must be established at least 48 hours before the {vent
Rooms 174, Supanicapeer, Shia@akkeitroand Mott Foundation Conference Room have stafjdara
mifmum fee of $25 will be assessed If these setups are alteregtalfricantarmain a way that refguire
Fees will be assesseoidalivered and used outside\BCEN, WWEW conference space

Cancellations
1 A Z2Hour advance notice is requireditoctiancspaceiMichigtapRerm@psario, Kiva, Lobbies, Tuscpla R
Genesee Room, SagtaamdiBarnquet Ballroom, Park Place, and Boardwalk
1 If cancellation occurs-aftertiamaptice hasmioambes & peroom will be assessed.

No Shows
¢ .Y ATy e X e TS X, C L x o ., dankdd, . v
1 If gno shawecurs after-funatlin space hasieéen g, 85 per room will be assessed.
1 If @no shawecurs in a conference room with fixed seating more than 3 times per semestefpthejfroor
the remaindatsefibster.



http://its-emssrv/virtualems

Food Service
1 All food and beverages consumed on campysnunstitieiag edseove & SsnBapreysity Catering Belices
approved catefwe lizdampus Food Salety Policy

F00a Sarety Folicy Tor e Univensmy or Michigan

Food is an important part of the Z‘u?fdfe]aﬂ[mng in thé R/'verV/eW"D/]n/ngf Room, grabbing a quick bite
Pavilion Food Court or hosting an event. It is important that food service providévE prefsane dnateart
protecting the camupusitpeand its guests, and to that end has established this food safety policy.

Potentially Hazardewefoed as food that is natural or synthetic and that requires temperature oairity
the rapid evgl@ssive growth of infectious or toxigenic microorganisms (Clostridium botuliraliy h&a4ra
food offered to the public requires licensing of a food vendor by a local health department.

To prevent gavtemgally hazardous food to the public, The Genesee County Health Department, [tte
(MDA), requires that food served at the Wnivérsityiof Michigah . .- ' X .cludes any grodp’of fz
students and/or guests gathered for a formal event, meeting, or activity. To belimicompliance, the fc

1. If food has been prepared in a facility //censea’ b y the;M%d/beWMpeataﬁﬁpeWwes at a ter
Xy Ty X, . . x . s 1 ° x . yservingNokation. A

— s~ O

Flint, on/y Un/versnj/ (Memrga&ﬂﬂ/ versity A ppro ved Caterer may be usea’ for catering purposes.

o s~ O

2. Food prepared iri a nomr* ¢ . . -, T ~ .0 ¥Y¥>7"0 . fL.x9.
which are helataarmea and not held in a room/space scheduled through Event and BU//a’/ng Serv
general public.

3. Vending machines authorized by the University may dispense packaged foods or beverages.

4. Temporarsamezicarts (cotton candly, ice craaith, 1Isodomod@reghration, Usenyios/a/siageserve only n
potentidifzardous foods or beverages. Themepeweadsmistdrd arel Building Services.

5. Campus grauzell omdapkagedgpatamtially hazardous foods and offers only an incidental anseumice
packages. These eventmprosebdprEvent and Building Services.

6. Fund raisers by studentgsellgrazreggeal nonperishable foodntarlesbarieti@hess)ypes of fiardraise
scheduled through the Office of Student LF##8by calling (810) 762

The Food Safety Policy applies to all areas schedilletébyFtBS aod imdeditan in
Meetings/conference roomButdoor areas including parking lots, parks, lawns
Lounges University funded events helthoffacaempiegable distance
Atriumtobbies All other areas on Universityguweysrinigiicbe scheduled

Frererreq canepesarcharge Aaqaitional Caererssurcharge
Unlversn‘y C‘ater/ng SEBBEXpress Creative Catering w, « v 1f¢
;T Blendz Fandangles N De/f

°Pizza | ¢ Orfental Express Sy e, S p o Ax X, % f
Subway Commercial takeout pizza  The Lunch Studio Tia Hebta

establishments

Audlo Visual Equjpment

1 A wide variety of audio visual (AV) equipment is avallable.

1 AV equipmazniests made fewer than 48 hours in advance are subject to availability.

1 AV equipment used outside UCEN DIBaMeVESYYE space will require a technician to deliver aljy rec
responsible for delivery chatuymstaadah&pdechnician, if applicable.




Beverage Service

The University of MichigarY 7 ° ¢ ° ¢ ¢ 1 Riverfront Caifjus licensé enables the. Univefsiily to &
v x AL Ly X T XY Tx L, ST S ] The Kquar litéhse ¥sspécifiedonly for
Lhiversity Ceffiais license gives thbitapplutish bar or anAleendazannot be served at evi@ntssét o fts L
may attend.

NodicensebiFiint faciliieshich alcohol service may occur:
Theatre Lobby (adjacent to FrenchWiélBm S. White Building Atrium/Tuscola\reoirasnitéle
VvV v ./l ¢y x X, Xy J7x ° 7. ce
TS x ST AT S x . X, T fora Univerdity evént to offer-difoho
licensed facility, either the university group or the caterer, if applicable, mustigmewnlestirwoplyohol. | The
1 The event mushekétsarnay not be sold.
1 The event bauBy invitatioft cahnot be open to the general public.
1 There can be no mention of alcohol irpth&aa/dasdertivmoynaterial for the event.
1 The alcohol must be fideoafastalize.
1 The event is monjtenenaneat staff member from EBS.
1 All alcohol serversar&iRR@Mified EBS employees.
1 The alcohol must be purchased out of a discrggivesay/ftundt that is a non
1 Alcohol cannot be served at evelis sttiobnah ity attend.

Contact EBS for additiomadmmlooatbc Beverage Service.

Decorating
All decorating plans in the facilities or surrounding areas must be approved by EBS in advanje.
All decorations must be removed immediately after the event.
ltems may attbbed to light fixtures, sprinkler heads, woodwork, window treatments or any pdyntec
The ustableonfetti, rice,airas®/, decoration that can be sprinigealintadésubigce (o an automaticjp50
cleaning fee
Use of candles must be enclosed on a#japaeseahdOpest tampes and burning of incense or anyjjothe
Doorways, hallways, corridors, staircases and fire exits cannot be lotwed @ anasbsisttaz tapa Lo
No pins, tacks, or any piercing mechanism may be used in any conference room or to attachfftem:
The use of double sided tape is not allowed.
NBC only: All balloons must beaqgbiiy@ed satngn If unattached balloons rise to the ceiling, afninir
assessed for removal.

Material/Product Distribution
Solicitation of any kind, for any purpose, is not permitted withirMtfotigéfdimt)s of The Universilly of
Products and/or materials that are distributed from reserved tables must not coletéztinsicanipus |
there is a confiict.
Table charges, Iif applicable, will be accordingeto the current rate schedul
Use of multiple tables by a group or individual is subject to availability.

Parking
Orrampusitotbniferefeeking is available Monday mhichugVbroidayn the Mill Street Parking Decty(Mill
Kearsley St@pparking is availab/nbipigit Monday through Friday #ationgyeessesitr the MilStre
parking deck may need to be purchased at the Department of Public Safety.
Parking for the UPAV is available at the DowrignmDDAyedoigeagimtan/Gireet and Kearéleyasfeer)
for this lot are set by the DDA.
In addition to the ramp rblifiaMeeatiag Deck has2epantitem il Pubhaeely$32/hr
Parking for NBC israti@atitached parkinytdashte parksagailable at $2 per vehicle; fred mmkiatepark
attenadant may be required foAdéertiainat veegsnay apply.



Security
The University may require sapegseflftcaranaebent. The number of safety personnel will be ddferm
Department of Public/&atetal fees may apply.

Custodlal Services
o478 77, X . - . Scleantg the hext Beefitional labor chaljgé's -

be assessed.

Exceptions
EBS reserves the right to make exceptions and/or additions to any reservation policy.

Rates
No Charge
Recognized student organizations and Unisehsitiultepadmeaspanzg free of charge if ALL of the follo
1 A Standard setyises ysege 5).
There is no revenue generated or fees involved OR
When ALL revenue is donated to one or more scholarships or charities OR
The everftizdaaliser where all revenue goes to the recognized student organization.
The event is held within regular building hours.
The University department or group is the sole sponsor of the event.
The event is not held in the NBC Grand Ballroom.
When usingGy&e@ Ballroom and all of the abovéhedoddioms)aegdanevill apply: $200 for up to 4 hours Jf use
additional 4 hours of use.

3

g

Internal Rates

Ceasponsored rental rate defined.
This rate applies to eventsspensityatébgariments or recognized student organizations where a sifgnda
generated or fees are involved, or, any event ussppasiasdardsalLpertti ositsudevitiel ¢ /barersé..
Un#ersity department and an Outside Group must meet the reflonsyatitenitala ageeive the co

The Univatsigrimenlst provide a chartfield to EBS when making the initial room reservation.

If theutsidpoup pay&ill thesponsored rental fees (to EBS) 30 days prior to the event (and 1 week for
NOT be used. If a payment problem occurs with the outside group, the department chartfiel(qwill

A designee botfLineersity Department and the Outside Grewempstiaieganbelpig (s).

A desiginee both the University Department and the Outside Group must attend the event.

The University Depattraénutside Gookgpensure proper University recognition is received for thi eve
material.

Catering must be provided by University Catering Services or EBS Express.

Partnership events defined:
;oo x ] x L x . . entdl fe€ iflthe followirig critetidl are.met: . e, Mxvy
1 A University department hosts the event.
1 An external organizaisvies toe event.
1 The event will support the mission of the University department.

1 The University department and the rexterhdbaganieatfie University détiantneselangnidéseme §t



A 20% discount applies to room rentals for multiple day usage and/or multiple rasrbaysagbnokaidlit
hours.

Room up tdfours each additlamars Seat€dpacity

Harding Mott University Center
Michigan Rofms A $130 $70 300
Michigan Rébsections) $115 $65 140
Michigan R6bsections) $100 $60 100
Michigan R@osection) $75 $45 40
Happenings $100 $60 120
Ontario $75 $45 40
Kiva $100 360 200
Lobby $100 $60 100
Stag&floor) &5 #5 40
Riverview CRoogn $100 $60 50
Superior Room $45 525 p
Alumni Room $45 525 16
174 325 315 8

Northbank Ce(faygular Building Hour8Fridéond&@aamo p.m. ~ Saturd&y 80p.ar).
Grand Ballroom B850 B75 330
Park Place $00 BHO 100
Boardwalk B0 &5 50

William S. White Building
Atrium 380 90
Tuscélaom $65 72
C. S. Mott Foundation Room 845 24
Oakland Room $25 14
HuroRoom $25 14

University Pavilion
Genesee Room/Stage B165 325
Outdoor Rink J65 500
North Lounge O 50
Saginaw Room 375 40
Stage Area (only) &b 30
Shiawassee Room 25 14
Lapeer Room 5 10




Classrooms

First rate listed under each category is for the first 4 hours of
use/Second rate is for each additional 4 hours of use.

FRENCH HALL MURCHIE SCIENCE BUILDING

SEATS SETUP RATE A SEATS SETUP RATE A
Flex $45/$20 Tiered/Fixed $90/$60
Tiered/Fixed 90/60 Tiered/Fixed 135/95
Flex 45/20 Fixed 45/20
Tiered/Fixed 90/60 Flex 45/20
Flex 45/20 Flex 45/20
Flex 45/20 Flex 45/20
Flex 45/20 Flex 45/20
Flex 90/60 Flex 45/20
Flex 45/20 Flex 45/20
Flex 45/20 Fixed 45/20
Flex 45/20 Flex 45/20
Flex 45/20 Flex 45/20
Flex 45/20 Fixed 45/20
Flex 45/20 Flex 45/20
Flex 45/20 Flex 45/20
Flex 45/20 Flex 45/20
Flex 45/20 Flex 45/20
Flex 45/20
Flex 45/20
Fixed 45/20
Fixed 7550 WILLIAM S. WHITE BUILDING
Flex 45/20 ROOM | SEATS SETUP
Flex 45/20 1205 Tiered/Fixed
Flex 45/20 2117 Flex
Flex 45/20 3145 Flex
Flex 45/20 3146 Flex
Flex 45/20 3159 Flex
3201 Flex
3202 Flex
3203 Flex
4102 Flex
Addiitional fees may apply for events that extend 4159 Flex
beyond normal business hours.

A 20% discount applies to room rentals for multiple
Day usage and/or multiple room usage.




Other Rentals up to 4 hours each addidmaurs
Distribution Table $25 $10
McKinnon Plaza* $70 $45
North Lawn* $70 $45
Willson Park* $70 $45
Parking Lot/Parking Ramp* $70 545

for Multiple Days* $100/day
*Does not include setup

Audio/Visual
Chalkboard/Whitéboard B (not available for delivery)
Boom Box B0(IDrequirgalchp only
Smarart $0
Speakerphone BO(ID requiredupiolly
Portable Sound#*System i)
Anchor Mini Sound System $0 (ID requireq) prdk) Stanaara Setup
TWCR ov/DVD S0

1 Tables and chairs; incl
Miscellaneous registration table(s), he
Easel $0 display table(s), and by
Flipchart Pad $20 1 Skirting for table(s) pro
Overtime (per houniaight) $40 when avallable
Overtime (per hour-Gi@mght  $50 1 Podium
Labor (per hour) &0 1 Coat rack
Paper Table Cover $2.50 1 Easel(s)
Pjpe and Drape (per section)** $10
Podium** g0
Staging (per section)** S0
Dance Floor (per section) $2
Table ** 55
HigfTop Table ** $10
Chair** $1
NBC Parking Attendant $12fmay be required for some events)
** Fees assessed rovieapsiprheutside UCEN, WSW and NBC conference space.

Illllll
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UPAYV Guidelines

The University Pavilion is a unique facility that contains a diverse array of emires/ watmragy idhieas fope
space. To use the first or second floor areas of the Pavitiowioeaereviestihtishaessadyytiasiness hjurs
the building that need their services.

Please note the following guidelines when determining if the University Pavilion is the right venue fdf yoL

For special events, the Geneseg - . ° * ¢ . , ] "AsIsAsfs . ) -.°xxX]. .. Wy
and existing chairs as well as using the normal table/chair setup.

2 A A R A Ce L4 0T, 7. v x . {(loresetthe
room for an event that may occur in the Genesee Room on a Saturday or a Sunday.

Round tables may be useé Rabe1@¥¥kY¥ If the event is scheduled on a Saturday or a Sunda)

To remove the green tables and reset with round tables, the group will be chargp& B8dsgonalfabol
workers will be scheduled at ther/fatesorbRondERIgpansared events) with an average time nejpdec
If the UPAV is used outside normal business hours overtime fees will apply.

If the customer reequasitsgmpabe used to cover the Pavilionstoddaternsta flat fee of $50 for thif] sen
When rounds are used at an event, the Saginaw Room will become a storage room for unusjd ta
Additional Safety officer charges may apply.



Outdo@irilling Policy

Outdoor grilling on the campus of UniAirgitg peMidtegaonly in specified areas. All grilling must e pe
Catering Service; 2) Pavilion food vendors, 3) Approved Gatererer/lasdletdisgrahatgprapplies o tjle to
invoice.

Due to food safety regulations, the Genesee County Health Department requiresdirspgaidhiicenBe)| tate
must obtaindaypieense in order to provide outdoor cooking service.

University depargmegltsasistudents, student groups netqpésnatiedisd’ afreutdoor grilling equipavemed§mive
personal) on campus.

Below are the areas where grilling on campus is permitted.
1 Wills@Park (corner of Wallenberg and First Streets)
North Lawn (grassy area located north of the University Center and south of the Flint River)
McKinnon Plaza
Grassy area located east of Lot R (corner of Robert T. Longway and James P. Cole Boulevalf)
Picniaylion area located near the pedestrian bridge on the north side of the Flint River (on J§ynes
Requests for other grilling locations will be considered for areas not mentioned above

Any questions regarding areas on cgmijing vs/wesiadcomu/d BB&reverdity Catering Service retainsighe r
locations not mentioned in this policy.




EBS Express

Guidelines

Orders for groups in exdessméapentyll be referred to University Catering Service.
Orders may be placieetluhen £00m(s).

All orders must be placed at least one (1) business dayréictivedyisbarf lie, éirese PO tsted |

asterisk (*) require at least two (2) business days advance notice.

= =4 =4 =4 -4 a4 A A

Minimum orddibaquired.
Orders must bedtaondests than 24 hours in advance to avoid cancellation fees.
Orders outside the UCEN will be charged a minimum $10 delivery fee for orders up to $100,
Orders deliicehé8B or Fralvalint/udeefreshment lpbfegsfable cowaglsfkirting.
Chartfields are required when the order is placed.
Groups may keep leftover food, but must supply their own containers.
Only disposables will be tistaldaplakd3S /srandbooperation.

Menu is limited to items listed below.

Menu
Food
Bagels with creapiatiigeserry/onion/cinnamol rdBidlozen

Brownies, assorted
Cookjassorted

Danish, assorted

Fresh fraptiles/orangestbananas
Muffins, assorted

Nutrgrain Bars, assorted
Poptarts, assorted

Potato chips yeévad3)
Popcagsmall box)

Tortdchips with salsa (serves 13)*
Yogurt, assorted*

Beverages

Citrus Pysetes 1
Coffeeyular/decaffeinatéll (serves 1
Hot Cogmeket)

Hot Tgacket)

Juice, asstoied bottle)
Lemonade. requiznwiiiet)

Pop: Coke/Diet Cakelsptie)
Water, (eadtchers)

Wateroz. bottle)

$13.00/dozen
$ 4.00/dozen
$ 6.00/dozen
$ .75each
$ 7.00/dozen
$7.00/dozen
& 7.00/dozen
& 825

$ .90 each
$ 825

$ 1.25 each

$69/gallon
$ 6.00/gallon
$ 1.00 each
$ 1.00 each
$ .75each
$ .75each
$ .75each
$ 250

$ .75each

M

! FLINT

EBS Express offers a dfigtadenesiiments eanmdeetegtions. Please call 810.762.3436 for more infomati

by 10



University Catering Service

From simple boxed lunchaesttodesamdinners with linen and china, our goal is to provideja 1.

more to ygli Planning a themed event? Try our Texas Style BBQ, a holiday dinnerjvith
Bar.

mouthatering entrée and ending with a flavored coffee and decadent dessert. The m{nu ¢
London Broil, Chicken Piccata, Southwestern Glazed Pork Loin, Duo Portdigfieise Brpilea
will be presented and prepared to perfection!

When planning your event Nil#alibivergdytCatarnog Sef688 or email the Cateriwatangger
manager@umiama#cian appaointment



mailto:catering-manager@umflint.edu
mailto:catering-manager@umflint.edu

