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So you want to have a meetingé

ÅWhat are your expectations?

ÅWhat is your budget?

ÅHow do I find a space?



What type of  meeting?

ÅLecture

ÅTraining

ÅReception



Who is your Audience?

ÅStudents

ÅFaculty

ÅStaff

ÅAlumni

ÅPublic/Guests

ÅFamilies/Children



Select a Date or Date Range

ÅBe flexible

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

ÅAfternoons and Fridays are often more open, both for 
attendees and locations

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



Length of  Event

Å1 hour lecture

Å½ or full day conference

ÅMultiple day event

ÅPlan for setup/teardown time



Number of  Attendees?

ÅRSVP

ÅOpen Invitation

ÅAnnual Event



How will you Advertise?

ÅCampus Calendar of  Events

ÅFliers

ÅPosters

ÅBanners

ÅEmails



Food or No Food?

ÅFood entices people to come

ÅMust use approved catering list for venue

ÅNot all areas allow food



General Assignment Classrooms

ÅScheduled through Scheduling Division, Registrarõs Office

ÅRooms of  varying sizes from 20 to 420

ÅClasses receive first priority

ÅFill out Special Event Application for review depending on 
meeting type

ÅRooms are free if  no admission is charged or donations 
collected

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



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

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


General Assignment Classrooms

ÅHow to Reserve

ÅOnline- for student groups and university depts. 

Astra.utah.edu

ÅBy email- scheduling@sa.utah.edu

ÅBy Phone 801.581.7854

ÅIn Person- SSB 40 M-F 8-5

mailto:scheduling@sa.utah.edu


A. Ray Olpin

University Union

ÅTop Notch Service! 

ÅDedicated and courteous staff

ÅAtmosphere & Location is excellent!

Åhttp://union.utah.edu/rooms/

ÅHow to Reserve

ÅOnline- for student groups and university depts

ÅBy Phone 801.581.7251

ÅBy email- reservations@union.utah.edu

ÅIn Person- Drop by Union 255 M-F 8-5

mailto:reservations@union.utah.edu









