Schedulingyleetings
on Campus

Liz Johnson
Scheduling Division
Office of the Registrar




SO you wanpnpt 1@

. A What are your expectations?

A What is your budget?

AHow do I find a space”?




What type of meeting?

A Lecture

. ATraining

A Reception




Who Is your Audience?

A Students
A Faculty
A Staff

A Alumni

A Public/Guests
A Families/Children




Select a Date or Date Range

A Be flexible

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

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

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




Length of Event

A1 hour lecture
A or full day conference
A Multiple day event

A Plan for setup/teardown time




Number of Attendees?

ARSVP

. A Open Invitation

A Annual Event




How will you Advertise?

A Campus Calendar of Events

A FEliers

A Posters
A Banners

A Emails




Food or No Food?

A Food entices people to come

. A Must use approved catering list for venue .

A Not all areas allow food




General Assignment Classrooms

ASchedul ed t hrough Schedul i

A Rooms of varying sizes from 20 to 420 .

A Classes receive first priority

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

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

A Selfserviceno onsite contact, no AV assistance, pack out
own trash, etc.




Scheduling Events

Faculty & Staff
Student Forms

Graduation &
Commencement

Registration & Records

Scheduling -

Academic & Events
Student Systems
Transcripts & Verifications

Veteran Services

Special Event Applications must be submitted a minimum of one

week before your event. Applications typically take between 7-10

days to process. After your application has been approved, you

will be required to sign a facility use agreement.

Please do not advertise for your event until approval is granted

and your contract is signed.

Event Information

+ Event Fees

* In Charge Person Duties &
Respaonsibilities

Lightning Safety for

Organized Outdoor Events

+ Rooms We Schedule

+ Information for Other

Facilities
Certificate of Liability

Insurance (Sample)

Event Forms

Special Event Planning

Checklist (PDF)
Special Event Application
FDF

Structure Permit Application

Scheduling Division

201 5. 1460 E., Room 40
Salt Lake City, UT 84112

Phone: (801) 581-7854
Fax: (801) 585-7524

scheduling@utah.edu

PDE
TLT Equipment Waiver Form

PDE
Guest Lecturer/Performer
Agreement (PDF

Race Questions for On

Campus Groups (PDF)
Race Application (PDF)
Sample Contract (PDF)

Office Hours

Mon 8am-5pm
Tue 10am-5pm
Wed 8am-5pm
Thu 8am-5pm
Fri 8am-5pm



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

General Assignment Classrooms

A How to Reserve

A Online for student groups and universigpts.
Astra.utah.edu

A By emad
A By Phone 801.581.7854
A In PersonSSB 40 MF 85



mailto:scheduling@sa.utah.edu

A. RayOlpin
University Union

A Top Notch Service!
A Dedicated and courteous staff

A Atmosphere & Location is excellent!

A http://union.utah.edu/rooms/

A How to Reserve
A Online for student groups and universigpts
A By Phone 801.581.7251
A By email
A In Person Drop by Union 255 MF 85



mailto:reservations@union.utah.edu

RESERVATIONS Rooms & Rates

Rooms & Rates

Event Planning Guide

Download our| Rooms and Rates PDF

Equipment and Services
] Reserving Online
Fast Facts and Policies
Directions and Parking
Reservation Calendar
Recreation Reservations
Common Events: Presentations, Common Events: Presentations,
Reservation Feedback
banquets... banquets...

More Info — More Info —

BALLROOM (CENTER) BALLROOM (EAST) |

BALLROOM (FULL) BALLROOM (WEST)

INFORED

Infored is instant event info delivered to
your phone! Instantly hear about UPC
events, including Crimson Nights,




Rate Categories:

Category A Auditorium style: $137

Meetings or events reserved and
coordinated by students or student
organizations with no admission or
registration fees associated with the
event.

Category B Auditorium style: $171

Meetings or events reserved and
coordinated by university departments,
organizations and staff with no admission
ar registration faes associated with the
event.

Category C Auditorium style: $416

Students, student organizations,
university departments, organizations and
staff charging a registration or admission
fee for their event.

Mot-for-profit

State/Federal government

Public schools

Alumni.

Category D Auditorium style: $810

All other non-university groups ar
individuals.

Custom with tables:
$253

Custom with tables:
$275

Custom with tables: $416

Custom with tables: $810

Other Info: For an additional $45, there is a high lumen projector available for bright

and clear presentations during the day as well as after the sun sets.

All rooms have access to free wireless internet and are wheelchair accessible.

*Events requiring more than 80 tables will be charged $5 for each additional table *
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