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So you want to have a 

meeting… 

 

 What are your expectations? 

 

 What is your budget? 

 

 How do I find a space? 



What type of meeting?  

 Lecture 

 

 Training 

 

 Reception 

 



Who is your Audience? 

 Students 

 Faculty 

 Staff 

 Alumni 

 Public/Guests 

 Families/Children 

 



Select a Date or Date Range 

 Be flexible 

 

 Use a Doodle Poll to help find times that will 
work for your attendees 

 

 Afternoons and Fridays are often more open, 
both for attendees and locations 

 

 Check to make sure other large events are 
not scheduled for the same day 



Length of Event  

 1 hour lecture 

 

 ½ or full day conference 

 

 Multiple day event 

 

 Plan for setup/teardown time 



Number of Attendees?  

 RSVP 

 

 Open Invitation 

 

 Annual Event 



How will you advertise?  
 Campus Calendar of Events 

 

 Fliers 

 

 Posters 

 

 Banners 

 

 Emails 

 



Food or no Food? 

 Food entices people to come 

 

 Must use approved catering list for venue 

 

 Not all areas allow food 



General Assignment 

Classrooms  

 Scheduled through Scheduling Division, 
Registrar’s Office 

 

 Rooms of varying sizes from 20 to 420 

 Classes receive first priority 

 Fill out Special Event Application for review 
depending on meeting type 

 Rooms are free if no admission is charged or 
donations collected 

 Self-service- no on-site contact, no AV 
assistance, pack out own trash, etc. 



http://registrar.utah.edu/scheduling/events/index.php 
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General Assignment 

Classrooms  

 

 How to Reserve 

 Online- for student groups and university 

depts. Astra.utah.edu 

 By email- scheduling@sa.utah.edu 

 By Phone 801.581.7854 

 In Person- SSB 40 M-F 8-5 

 

mailto:scheduling@sa.utah.edu


A. Ray Olpin  

University Union 
 Top Notch Service!   

 Dedicated and courteous staff 

 Atmosphere & Location is excellent! 

 http://union.utah.edu/index.php?page=reservatio
ns&subpage=Rooms and Rates 

 

 How to Reserve 
 Online- for student groups and university depts 

 By Phone 801.581.7251 

 By email- reservations@union.utah.edu 

 In Person- Drop by Union 255 M-F 8-5 

mailto:reservations@union.utah.edu


 













Conference and Event 

Management 
 30 years of experience in detailed conference 

coordination, locally, nationally, and internationally 
 Online Registration 

 Speaker Management 

 Budgeting 

 Entertainment and Tours 

 Food and Beverage Coordination 

 Web Development 

 

 How to Reserve 
 Online- submit a request form (RFP) 

 By Phone 801.587.2980 

 

 http://www.universityguesthouse.com/Conference-Facilities 
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Fort Douglas Spaces 
 

 University Guest House- 6 rooms 

 Officers Club- 4 rooms 

 Commander’s House- 4 rooms 

 Pierre Lassonde House- 3 rooms 

 Post Chapel- up to 165 people 

 Post Theatre- up to 250 

 

 Outdoor 
 The Grove 
 Bandstand- up to 150 
 Fort Douglas Picnic Area 



Capacities based on 

room selection and setup 

 

Cost varies depending on 

size & configuration 

 

 



HSEB- Eccles Health Science 

Education Building 

 Available for Health Related Use 



 

 How to Reserve 

 Online- request form can be found at  
http://library.med.utah.edu/lib/faculty/contact-

form.php?addressee=uzYd6OgK&dom=91aea213acb2018 

 

 By Phone- Nancy Litz- 801.581.8052 

HSEB- Eccles Health Science 

Education Building (Events) 
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Stadium & Arena Event 

Services 
 Scholarship Reception Room 
 (Level 4 in Rice-Eccles Stadium Tower) 

 Rental Fees 
 Daytime: (M-F, 8 am-5 pm) 

 100 People or Less: $1,100 
This includes set up, clean up, and staffing for your entire event. 
More than 100 People: $1,500 
This includes set up, clean up, and staffing for your entire event. 

 

 Mezzanine 
 (Level 5 in Rice-Eccles Stadium Tower) 

 Rental Fees 
 Daytime: (M-F, 8 am-5 pm) 

 $450 - This includes set up, clean up, and staffing for your entire 
event. 

 



Stadium & Arena Event 

Services 
 Varsity Room 
 (Level 6 in Rice-Eccles Stadium Tower) 

 Rental Fees 
 Daytime: (M-F, 8 am-5 pm) 
 100 People or Less: $950 

This includes set up, clean up, and staffing for your entire event. 
 More than 100 People: $1,300 

This includes set up, clean up, and staffing for your entire event. 

 

 Conference Room 
 (Level 5 or Level 6 in Rice-Eccles Stadium Tower) 

 Rental Fees 

 Daytime: (M-F, 8 am-5 pm) 

 Half Day: $100 
This includes set up, clean up, and staffing for your entire event. 

 Full Day: $150 
This includes set up, clean up, and staffing for your entire event. 

 



Stadium & Arena Event 

Services 

 How to Reserve 

 By email- info@stadium.utah.edu 

 By Phone 801.581.5445 

 In Person- 6th Floor, Rice- Eccles Stadium,  

M-F 8-5 

 

 http://stadium.utah.edu/space/index.php 
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Alumni House 

 Centrally Located 

 Elegant Dining Room  

 Beautiful Patio 

 Serving Kitchen 

 

 



Dumke 

Reception 

Room 

 

Tanner 

Dining Room 

 

Burbidge 

Board Room 

 

75-100 

Capacity 



Alumni House 

 

 How to Reserve 

 By email- 

rachel.vantassell@alumni.utah.edu 

 By Phone 801.581.3710 

 

 http://ulink.utah.edu/s/1077/index.aspx?si

d=1077&gid=1&pgid=880 
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Outdoor Areas 

 Request through appropriate agency 

 

 Form to fill out for sprinklers to be off or 

contact Lorenzo Lopez - 801.581.5358 

 

 http://facilities.utah.edu/facilities-

services/landscape-maintenance/event-

form.php 
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Start at Home  

 Department or College Facilities 

 

 Nearby Locations 

 

 Call Scheduling for a referral or check out 
our website for a list of buildings and 
contacts   

http://registrar.utah.edu/_pdf/facilities-not-
scheduled-by-scheduling.pdf 
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Questions?? 
 

Liz Johnson 

ejohnson@sa.utah.edu  

5-7708 

mailto:ejohnson@sa.utah.edu

