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| SCHEDULING POLICIES

[bookmark: _Toc320809541]ACCESS TO RESERVED ROOMS
Patrons will be allowed access to their reserved space only during the times indicated on the reservation form, i.e. during the "Pre-Event", "Event", and "Post-Event" times.
[bookmark: _Toc240941842][bookmark: _Toc254862141][bookmark: _Toc255292700]After / Before hours accommodations – Exceptions for events to begin prior to the building opening time or after the building closing time can be made provided the Compton Union Scheduling Office has adequate notice to schedule staff and make proper building services arrangements (e.g. lights, HVAC, security, etc.).
1) Two week notice:  At least a two week notice is necessary to accommodate requests.  Less than two weeks notice will be reviewed on an individual basis and subject to availability of staff and ability to meet necessary arrangements. 
2) $25/hour fee:  Meetings/events that are approved and scheduled in advance will be charged a $25/hour fee prior to opening time or after closing time.
3) Late fee:  All patrons and non-Compton Union property must exit the building by the scheduled time.  If an after- hours event unexpectedly exceeds the scheduled end time, then late fees will be assessed at a rate of $250/hour.

[bookmark: _Toc240941843][bookmark: _Toc254862142][bookmark: _Toc320809542]ACTIVE LOUNGE – (The “LAIR”)
This space may be scheduled for presentations, small performances, and other events that are open to the general public and do not require the removal of furniture or prevent students from utilizing the lounge space.  Each event will be considered and approved on a case by case basis.  Student Organizations will not be charged a standardized room fee for the Active Lounge.  

[bookmark: _Toc240941844][bookmark: _Toc254862143][bookmark: _Toc320809543]ALCOHOL
Student Organizations – Student Organizations may request to have alcohol (beer and wine only) provided at an event under the following conditions:  
1) The sale and service/serving of alcoholic beverages will be in compliance with all federal and state laws, and University policies.  
2) A licensed and insured third party (approved by Compton Union Administration) will serve as the vendor for all Student Organization events in the Compton Union.  
3) All requests for the sale or serving of alcohol beverages in the Compton Union must be reviewed and/or approved by the Compton Union Director or his/her designee, by the organizations advisor, and by the WSU Division Vice-President (or Designee). 
3.1 Requests must be submitted at least three weeks (21 days) prior to the event.
3.2 An annual alcohol education session through ADCAPS must be attended by the organization advisor and a minimum of five Student Organization members, one of which must be the President/Main Student Contact, prior to holding an event with alcohol. A reasonable fee may be charged for this class.
3.3 Student Organizations must demonstrate that alcohol is not the primary focus of the event and that drinking or drunkenness as themes are prohibited. Total amount of alcohol to be available at the event is limited according to the number of guests.
3.4 Events with alcohol must provide alcohol service in a socially responsible manner by also offering non-alcohol beverages and non-salted food – consuming alcohol cannot be the primary focus or purpose of the gathering. Reasonable quantities of food relative to the size of the group must be provided. Beers shall not exceed 16 oz. Non-alcoholic beverages (besides water) must be available and less expensive than alcoholic beverages and comparable in size. 
3.5  “Games” involving alcohol are not allowed. Happy hour and discounted alcoholic beverages are not permitted.
3.6 Security officers or approved facility personnel are required at functions where alcohol beverages are served with the cost of security charged back to the group. 
3.7 Events must have a specific beginning and ending time.
3.8 Events exceeding 4 hours in duration must have alcohol service discontinued one hour prior to the end of the event. 
3.9 All students wishing to drink alcoholic beverages must provide picture identification according to Washington State liquor laws. (i.e. driver’s license, state, military or tribal identification cards or a passport) Students age 21 years and older must be provided a wristband to identify them as such.
3.10 Only one alcoholic beverage at a time will be dispensed or sold to any individual. Persons who appear intoxicated will not be served.
3.11 Alcoholic beverages must remain within the approved area for the event. Persons may not bring alcoholic beverages to the event.
3.12 Sober transportation information must be made available to those in attendance.
3.13 Advertising for a function where alcohol is being served may make no reference in written or picture form to alcoholic beverages being served or the cost of such beverages unless approval is granted by the Vice President of the administrating area.
3.14 Groups will be held responsible for property damage and ensuring that noise levels do not disturb others.
3.15 Organizations and individuals found in violation of this policy could be subject to sanctions by WSU Student Conduct, Office of Student Involvement and Leadership Development, and other University entities.

WSU Departments and WSU Guests – WSU Departments and WSU Guests may request to serve alcohol provided the following: 
1) 	The sale and service/serving of alcoholic beverages will be in compliance with all federal and state laws, and University policies.
2) 	A licensed and insured third party (approved by Compton Union Administration) will serve as the vendor for all events in the Compton Union.  Limited exceptions for either a Banquet Permit or a Special Occasion License may be approved by CUB Administration.

[bookmark: _Toc240941845][bookmark: _Toc254862144][bookmark: _Toc320809544]ANIMALS 
Animals/Pets are not allowed in the building except for certified/official service animals.  Other exceptions would include animals for programmatic purposes (e.g. Birds of Prey) provided that they have been pre-approved by CUB Administration and Environmental Health & Safety.  

[bookmark: _Toc320809545]AUDIO Visual
[bookmark: _Toc240941846][bookmark: _Toc254862145][bookmark: _Toc255292704]Scheduling – All Audio/Visual (AV) equipment must to be scheduled through the Compton Union Scheduling Office at least two weeks in advance.  Further notice is preferable and helps ensure availability.
[bookmark: _Toc240941847][bookmark: _Toc254862146][bookmark: _Toc255292705]Exclusivity – No other AV service provider is allowed to provide services in the Compton Union without prior approval. Exceptions will be allowed for video streaming and teleconferencing services. 
[bookmark: _Toc240941848][bookmark: _Toc254862147][bookmark: _Toc255292706]What’s Included – Room rates include setup labor, tables and chairs, and basic AV equipment (portable risers, projectors, projection screens, microphones, and podiums).   Room rates do not include dedicated staff during your event, larger concert and lighting equipment, video support (provided by AMS), trussing, staging, or setup changeovers.
[bookmark: _Toc240941849][bookmark: _Toc254862148][bookmark: _Toc255292707]Operation of Equipment – All sound/concert systems and portable lighting are operated by Compton Union event staff. No client setup or operation is allowed. 
[bookmark: _Toc240941850][bookmark: _Toc254862149][bookmark: _Toc255292708]Finalization – Final setup placement of scheduled equipment and event related event details need to be finalized two weeks prior to the event date.

[bookmark: _Toc240941851][bookmark: _Toc254862150][bookmark: _Toc320809546]AUDIO VISUAL – OUTSIDE OF THE COMPTON UNION
The Compton Union does not provide Audio Visual support or equipment to Classroom Buildings or events outside of the Compton Union Building except for the immediate vicinity (i.e. Todd Steps, Glenn Terrell Mall).  There are a few Compton Union and Student Entertainment Board sponsored event exceptions (such as Cougfest, Open Mic, and Springfest).  

[bookmark: _Toc240941852][bookmark: _Toc254862151][bookmark: _Toc320809547]BALLROOM – M. G. CAREY SENIOR BALLROOM
The second level balcony may be reserved at no extra charge with a Senior Ballroom reservation.  The lobby may not be scheduled separately unless the party who has the Ballroom reserved approves the other event being held at the same time.  The ballroom balcony may not be scheduled separately.  
[bookmark: _Toc240941855][bookmark: _Toc254862154]Banners – Must be delivered to the Compton Union Administrative Office, room 140, two days prior to the event and will be attached by Compton Union staff only to locations where hanging hardware has been installed. 

[bookmark: _Toc240941856][bookmark: _Toc254862155][bookmark: _Toc320809548]BALLROOM – JUNIOR BALLROOM
Junior Ballroom reservations will include the area outside the main doors (but not the second level lobby).

[bookmark: _Toc240941857][bookmark: _Toc254862156][bookmark: _Toc320809549]BUTCH’S DEN
Student Organizations will not be charged any facility fees for the use of Butch’s Den.   Resident Student Organizations may request meetings up to one year in advance, and may request multiple events at a time up to one year in advance.  Non-resident Student Organizations may request meetings up to one semester in advance, and may schedule one (free) event at a time up to one year in advance. 

[bookmark: _Toc240941858][bookmark: _Toc254862157][bookmark: _Toc320809550]CANCElLATION
Cancellation within 30 days will result in a minimum 10 percent cancellation fee.  However, no cancellation fee will be applied if the requestor cancels within 3 business days after receiving the Preliminary Venue Confirmation.  Possible labor charges may be applied if staff had already set up for the event. 

[bookmark: _Toc240941859][bookmark: _Toc254862158][bookmark: _Toc320809551]CANDLES
Candles are not allowed in the Compton Union except during catered banquets and with prior approval from Compton Union Administration.  Tea lights, floating, and votive are the only type of candles that will be approved provided they are contained within a glass display and the top of the flame is at least 1inch below the rim.  

[bookmark: _Toc240941860][bookmark: _Toc254862159][bookmark: _Toc320809552]CATERING
Exclusivity – All catering in the Compton Union or on the Glenn Terrell Mall (extending to Library Road) will be provided by University Catering.  
Attendance Figures – The guaranteed attendance figure for each event must be submitted to the Compton Union Scheduling Office by noon of the third working day prior to the event.  
Late Changes – Changes in the attendee list within three working days of an event will result in appropriate fees to cover food and overhead costs incurred by University Catering.  
Late Requests – Requests for catering within three working days of the event will have a limited menu selection. 
Leftover Items – Food and refreshment items may not be removed from the catering site, unless approval is granted in advance for specific items by the food service director or his/her designee.
[bookmark: _Toc217708847][bookmark: _Toc217708846]Potlucks – Departments within the Compton Union are allowed to have potlucks within their office suite or in Butch’s Den.  For clarification, Potlucks are events that are not open to the public and intended to serve the employees/colleagues of that department.  Departments that reside outside of the Compton Union are not allowed to host potlucks inside the Compton Union. 
Student Organization Discount and Exception – Student Organizations may purchase catering items from either University Catering at a 20% discount or from another vendor in the Compton Union. 
Student Organization Meetings –Student Organizations may bring their own, or purchase, snacks or light refreshments from outside vendors for organizational meetings provided: (1) the value does not exceed $100, (2) the snacks or light refreshments do not include meal or entrée items, e.g. pizza or sandwiches, (3) the snacks or light refreshments are provided for regular meetings, (4) the snacks or light refreshments are not advertised to the general public.  
WSU Departments – An individual may purchase or bring food to a meeting room provided it is an individual serving size and is for their own consumption only (e.g. a soda, sandwich, etc.) –  food that is provided for attendees of a meeting must be purchased through University Catering.  

[bookmark: _Toc240941861][bookmark: _Toc254862160][bookmark: _Toc320809553]CUE 512/518
[bookmark: _Toc240941862][bookmark: _Toc254862161][bookmark: _Toc255292720][bookmark: _Toc213039233]Access – Prior to 11am on weekends requesters have access to 512/518 via key check-out.  The requester will need to make arrangements to pick up the key at Compton Union Administration prior to 5 p.m. on Fridays for a weekend reservation.
[bookmark: _Toc240941863][bookmark: _Toc254862162][bookmark: _Toc255292721]To Schedule – These rooms are scheduled by Compton Union Scheduling on a first come/first served basis and are available to WSU departments and Student Organizations at no charge.  WSU Guests are assessed a fee of $25 for less than 4 hours or $45 for more than 4 hours.
[bookmark: _Toc213039234][bookmark: _Toc240941864][bookmark: _Toc254862163][bookmark: _Toc255292722]Kitchen – CUE 514 is a kitchenette between 512 and 518 that can be scheduled with one of these rooms. The kitchenette cannot be scheduled separately.  
[bookmark: _Toc213039235][bookmark: _Toc240941865][bookmark: _Toc254862164][bookmark: _Toc255292723]Storage – No storage of any kind is allowed overnight or between events.
[bookmark: _Toc213039236][bookmark: _Toc240941866][bookmark: _Toc254862165][bookmark: _Toc255292724]Equipment – It will not be assumed by the requester that there will be telephones or any other AV equipment supplied/rented without a specific prior request and scheduling with the Compton Union Scheduling office.

[bookmark: _Toc240941867][bookmark: _Toc254862166][bookmark: _Toc320809554]DECORATIONS: All decorations must be approved by and coordinated with specific permission from Compton Union Administration.

[bookmark: _Toc240941868][bookmark: _Toc254862167][bookmark: _Toc320809555]FLIERS, POSTINGS, SIGNS, etc.
All requests for posting information (electronic and paper) within the Compton Union will be referred to Union Marketing Services for approval.  Priority is given to events & information associated with WSU and to the Compton Union.  Organizations and/or activities not associated with the University or to the benefit of students will not be posted.  

[bookmark: _Toc320809556]FREE SPEECH ACTIVITIES
WAC 504-33 –  Refer to Washington Administrative Codes chapter 504-33 for policies regarding Notice, Timing of Notice, Distribution of Materials, Sound Amplification, Special Regulations, etc.  
Limited Public Forum Areas – “Limited public forum areas” are places that are identified for expressive activities protected by the first amendment, and are subject to reasonable time, place or manner restrictions.  At the Pullman campus, the designated limited public forum areas are: (1) the Glenn Terrell Mall, and (2) the public sidewalks adjacent to public roads.  

[bookmark: _Toc240941869][bookmark: _Toc254862168][bookmark: _Toc320809557]FUNDRAISERS
As part of a fundraiser Student Organizations may sell merchandise within the Compton Union and on Glenn Terrell Mall provided the following:  
1) The Student Organization owns the merchandise prior to selling it (e.g. Krispy Kreme doughnuts).
2) The Student Organization has registered the event with Student Involvement and Leadership Development.
3) Any food or product distributed needs to be approved and should not compete with primary food or product provided by University Catering or Compton Union vendors.  
[bookmark: _Toc240941870][bookmark: _Toc254862169]
[bookmark: _Toc320809558]FURNITURE and EQUIPMENT USE
Compton Union tables, chairs, portable risers, display boards, easels, and other event furnishings are not for use outside of the Compton Union Building. 

[bookmark: _Toc240941871][bookmark: _Toc254862170][bookmark: _Toc320809559]INSURANCE
Based on event activities and other event details, Compton Union Administration will determine if you will be required to purchase event insurance. All organizations not directly administered by Washington State University are required to provide proof of event liability insurance specifically listing Washington State University as additionally insured.

[bookmark: _Toc240941872][bookmark: _Toc254862171][bookmark: _Toc320809560]INTERRUPTION OR TERMINATION OF EVENT 
Compton Union Administration reserves the right to cancel, interrupt, or terminate any event in the interest of public safety, noncompliance with university policies, or if the event can be viewed as inappropriate or not consistent with the mission of the Compton Union.

[bookmark: _Toc240941874][bookmark: _Toc254862173][bookmark: _Toc320809561]LOST AND FOUND
All items left in meeting rooms will be brought to the lost and found located at the Information Desk.  Compton Union staff will tag the items with the date and location of where it was found.  Items are typically removed after 30 days.

[bookmark: _Toc240941875][bookmark: _Toc254862174][bookmark: _Toc320809562]MALL – EVENTS ON GLENN TERRELL MALL
The Todd steps, Glenn Terrell Mall, and Mall table spaces are scheduled separately and in any combination depending on the size of the event.  Student Organizations will need to complete an event registration form with Student Involvement & Leadership Development for their events.  WSU Guests cannot schedule the Mall or any space on campus without having a contract with the office of Business & Finance. The only exceptions are Mall Market tables – refer to “Private or Commercial Enterprise” for additional information.  
Tables from Facilities Operations – Groups may contact facilities operations to schedule full-sized (8’) tables, 335-9022.  
Amplified sound – Any event requiring amplified sound, must schedule the Todd steps to avoid scheduling two events with amplified sound at the same time.  Events that have only scheduled the general Mall and/or Mall table spaces may not have amplified sound.
Noise Variance – Student Organization requests for amplified sound is approved through the event registration process with the office of Student Involvement & Leadership Development. Amplified sound without a Noise Variance is allowed on the Mall between 12:00 and 1:00 weekdays as long as it is at a reasonable level and not disturbing academic classrooms -- any complaints may result in the termination of the event.  Additional information about whether or not a Noise Variance (from the City of Pullman) is required will be explained through the registration process.
Banners, Signs, etc. – Banners, signs, etc. can only be placed on or hung from a reserved table. Written permission from Facilities Operations must first be received in order to use anything else for displaying or advertising, including trees, poles, structures, or sidewalks.  
Tents/Canopy – Tents are available for events that have a Todd Steps reservation.  The fee is $40 for the first two tents, then $20 per additional tent.  

[bookmark: _Toc240941876][bookmark: _Toc254862175][bookmark: _Toc320809563]PARKING
Parking for the Compton Union can be found in the Smith Center or Library parking garages.  Hourly parking is available during the day; flat rates are available evenings and weekends.  For more information on garage rates go to www.parking.wsu.edu.  Simply take either garage elevator up to the Glenn Terrell Mall to access the Compton Union.  
Parking Validation – Patrons who make a retail purchase of $8.00 or more in the CUB after 5:00 p.m., Monday through Friday, or all day on Saturday and Sunday, are eligible to receive a $3.00 parking validation.  Either present receipt to the CUE Parking Cashier upon leaving the garage or place in parking envelope as payment.  Receipts may also be validated at the CUB Information Desk.  Validation coupons are valid for day of purchase only.
Persons with Disabilities – Disability parking spaces are available in the Library Parking Garage, the Smith Center Parking Garage, and the Green 1 Lot in front of the Smith Center Parking Garage entrance.  
[bookmark: _Toc240941877][bookmark: _Toc254862178]
[bookmark: _Toc320809564]PIANO
Patrons will need to make arrangements with a rental company if their event requires a piano.  The Steinway Company in Spokane will rent and deliver a baby grand for $475 ($350 for the rental, delivery, pick-up, $125 for driving).  A full-size Steinway would be $200 more.  The Steinway Company phone number is 509-327-4266.  Patrons will need to schedule time for delivery and removal of the piano within the pre- and post-event time of their reservation.  (All rates subject to change).

[bookmark: _Toc240941878][bookmark: _Toc254862179][bookmark: _Toc320809565]PRIVATE OR COMMERCIAL ENTERPRISE
[bookmark: _Toc240941879][bookmark: _Toc254862180][bookmark: _Toc255292739]Mall Market – Private or commercial enterprises may request approval to sell items and services and distribute commercial promotional materials during the Mall Market dates as designated by Compton Union Administration or as part of a scheduled event in the Compton Union if they are an invited presenter or performer (see below “Merchandise Sales at Scheduled Events”).  There are two Mall Market days per semester – Fall Semester:  Wednesday of the 1st and 3rd week of classes.  Spring Semester: Wednesday ten days before Spring Break, and Wednesday the week after Spring Break.
[bookmark: _Toc240941880][bookmark: _Toc254862181][bookmark: _Toc255292740]Prohibitions -- The distribution of credit card application material is prohibited.  The sale of food, drugs and drug paraphernalia, firearms, or pornography is prohibited.
Washington Administrative Code 504-35-050:
(1) University facilities may not be used for private or commercial gain, including: Commercial advertising; solicitation and merchandising of any food, goods, wares, service, or merchandise of any nature whatsoever; or any other form of sales or promotional activity; except that commercial activity is allowable:  (see WAC 504-35-050)
(2) University facilities may not be used to benefit a charitable organization, with the following exceptions: (see WAC 504-35-050)
(c) Student government organizations, registered student organizations, and university units that have followed university policies and procedures to conduct fundraising activities and have adhered to all scheduling requirements and other university policies.
[bookmark: _Toc240941881][bookmark: _Toc254862182][bookmark: _Toc255292741]Merchandise Sales at Scheduled Events – Events in the Compton Union that also request a merchandise table, such as a presenter or performer wanting to sell their books, CDs, or T-shirts may be allowed to do so provided the following:
a. The Student Bookstore management has been provided with the merchandise information and declined the opportunity to acquire and sell the merchandise through their supplier. 
b. The contract between WSU and the presenter/performer reflects they assume all liability and responsibility for the merchandise and holds WSU harmless. 

[bookmark: _Toc240941882][bookmark: _Toc254862183][bookmark: _Toc320809566]RATES & SCHEDULING
What’s included – Room rates include setup labor, tables, chairs and basic AV equipment (portable risers, projectors, projection screens, microphones, and podiums).   
What’s not included – Room rates do not include dedicated staff during your event, larger concert and lighting equipment, video support (provided by AMS), trussing, staging, or setup changeovers.
Scheduling – All AV support equipment items need to be scheduled through the Compton Union Scheduling Office at least two weeks in advance, even further, to ensure availability.
RSOs must register their events – It is the responsibility of Registered Student Organizations to register all events and table reservations with the office of Student Involvement and Leadership Development.  
Event Insurance – Student Organizations and WSU Departments are not required to purchase event insurance unless specified during the event registration process.
Event Details – Event details must be received by the Compton Union Scheduling Office at least two weeks prior to the event.  A meeting with a Compton Union Scheduling representative must be scheduled to discuss and determine these details.  Significant changes to an event within two weeks of the event will not be approved.  
Rate Table – See table 1
Student Group Rates – In order to receive the Student Organization rate the reservation must meet the same criteria listed under “Venue Fee Waiver” (except for the first one, which states that a Student Organization must be recognized for at least 1 semester prior to the event). 
Venue Fee Waiver – To utilize a venue fee waiver Student Organizations must complete the Venue Fee Waiver Request Form and meet the following criteria (below).  Events will be evaluated to ensure these criteria are fulfilled.  If the criteria are not fulfilled then the waiver will be voided and the appropriate fees will be applied.
1 Recognized for 1 semester:  In order for a Student Organization to sponsor an event the Student Organization must have been in place, or recognized, for at least 1 semester prior to the event.  
2 Official Sponsor:  A Student Organization must be the official sponsor of the event. A Student Organization becomes the official sponsor of an event by returning a signed confirmation within seven days after the confirmation was sent to them.  
a. If a signed confirmation is not returned to the Compton Union Scheduling Office within seven days after it was sent to the Student Organization, then the reservation request will be cancelled.  
3 Official Sponsor Not Allowed To Change Or Cancel: The official sponsor of an event is not allowed to change.  If the Official Sponsor cancels the event, the venue fee waiver for that Student Organization will be forfeited.  Exceptional circumstances may be considered.
4 Official Contact:  A current student member of the sponsoring Student Organization will be identified as the official contact for the event and all planning/coordinating will be handled through that individual.  That individual must be on the current membership list within the RSO Portal.
5 Good Standing:  The sponsoring Student Organization must be a recognized group in good standing through the Office of Student Involvement and Leadership Development, University Recreation, Center for Fraternity and Sorority Life, Residence Life, and/or the Compton Union.  
6 Primary Activity:  The event being planned shall be a primary activity of the goals and mission statement of the Student Organization.  
7 75% Participation:  Student Organizations may utilize their waiver for an event as long as participation at the event consists of 75% students.  If an event does not consist of 75% students the Student Organization is subject to the appropriate rate.
a. Exception: Upon request and approval prior to the event, the Compton Union event venues may be utilized for fundraisers without the usage consisting of a minimum of 75% students. The student organization must remain the primary beneficiary of the fundraiser.
8 No “Fronting”:  The sponsoring student organization must not be utilized in name only, or acting as a front for a Department or another organization that should otherwise be sponsoring the event. 
9 Student RSO account:  Payment for any expenses related to the event (including catering) must be received from the sponsoring Student Organization’s RSO account.  
10 Application due two weeks prior:  Application for waivers must be received by the Compton Union Scheduling Office at least two weeks prior to the event, otherwise the Student Organization will incur the appropriate venue rental fee.  
11 Event Details due two weeks prior:  Event details must be received by the Compton Union Scheduling Office at least two weeks prior to the event.  A meeting with a Compton Union Scheduling representative must be scheduled to discuss and determine these details.  Significant changes to an event will not be approved within two weeks of the event.  
12 Change in Venue:  A Student Organization may change the venue for their event without forfeiting their venue fee waiver.  However, if the change is within 30 days of the event a 10% cancellation fee will be applied.
Events will be evaluated to ensure these guidelines are fulfilled.  If these guidelines are not fulfilled then the appropriate rate level and fees will be applied.
Resident Departments – Resident departments (including Cougar Copies) will not be charged for meeting room space but will, however, be charged for event space.  
Lease Businesses – Lease Businesses (e.g. WSECU, Bookie) will not be charged for meeting room space but will, however, be charged for event space.   Exhibit tables will be billed at the commercial business rate of $20.
[bookmark: _Toc240941883][bookmark: _Toc254862184]

[bookmark: _Toc320809567]RSO Options and discounts
Scheduling – 
· Student Organizations can apply for one Venue Fee Waiver per year in either the Senior Ballroom, Junior Ballroom, or Auditorium.  For details go to “Rates and Scheduling”, then “Venue Fee Waiver”.
· Student Organizations receive FREE and unlimited use of Butch’s Den for events.  However, to maintain availability, only one event may be scheduled at a time.  
· Student Organizations can schedule an unlimited number of meetings in the CUB.  However, individual reservations are not to exceed 2 hours.  
Catering – 
· Student Organizations are able to use any CUB food vender to cater their events.
· Student Organizations receive a 20% discount when using University Catering in the CUB.
· Student Organizations may purchase snacks ro light refreshments from off-campus vendors for regular meetings.  For details go to “Catering”, then “Student Organization Meetings”.

[bookmark: _Toc320809568]SANDWICH BOARDS
To Schedule – Postings on the Mall must be scheduled by sending an e-mail to scheduling@wsu.edu. Content must approved by Union Marketing Services in the Compton Union.
Removal – Any postings on the Mall that have not been approved will be removed. It is the responsibility of the organization to post and remove their boards. Any signage left after the end reservation date will be discarded by Compton Union staff.
Duration – Sandwich Boards may be scheduled for up to one semester.
Size and Standard – All boards must be no larger than 28” x 44”, in good condition, and must be secured and have signs posted on both sides.
Location – No board can be placed in an open area, in foot traffic/fire lanes, or within 20 feet of building entrances. 

[bookmark: _Toc240941885][bookmark: _Toc254862186][bookmark: _Toc320809569]STORAGE
Storage space for event-related materials is not available in the Compton Union. 
For Rent – Meeting rooms may be rented for storage (up to 24 hours only) provided the space is available and the request is approved by Compton Union Administration.  The rental fee applies to all Student Organizations as well.  
Consecutive Dates – Groups that have consecutive dates scheduled may leave event materials in the rooms overnight with the expressed understanding that the Compton Union will not be responsible for missing or lost items. 
[bookmark: _Toc240941886][bookmark: _Toc254862187]
[bookmark: _Toc320809570]STUDY TABLES – (MEETING ROOMS USED AS STUDY TABLES)
Meeting rooms in the Compton Union are not reserved for designated areas of study unless the requesting organization chooses to pay the appropriate rental fee for the room.  

[bookmark: _Toc320809571]TABLE RESERVATIONS 
WSU Guests may not schedule a table on the Mall without having a contract with the office of Business & Finance.  For more information see “Private or Commercial Enterprise”.
[bookmark: _Toc240941887][bookmark: _Toc254862188][bookmark: _Toc255292747]Student Tables – (a.k.a. “Spine Tables”)
· Fees: No fee.
· Included: Reservation includes one 5’ table to be used along the Red Wall bench.
· Duration: Student Organizations may schedule up to ten weekdays per 30 day period.
· Registration: Student Organizations will need to complete an event registration form with Student Involvement and Leadership Development for anything beyond just an information table (for example, food, political promotion, fundraisers, etc.).
· Marketing: Banners, signs, etc. can be placed on or hung from the table.  Nothing can be hung or taped on the walls.
· Manner: Participants should remain either behind, to the side, or within three feet of the front of their table.
· Sports Clubs: Sports club requests for student tables need to be approved by University Recreation.
Department Tables – (a.k.a. “Exhibit Tables”)
· Fees:	Compton Union Resident Departments = no fee
		Other WSU Departments (i.e. Non-CUB Residents) = $10 fee
		Off-Campus Businesses = $20 (Must be approved by Career Services)
		CUB Resident Commercial Businesses = $20
		Student Organizations (request within 2 business days only) = $10
· Included: Reservation includes up to two 8’ tables and 4 chairs to be used at either the corner near the main (South) entrance, or the corner of the red carpet near the entrance of the food court.
· Off-campus Businesses: All off-campus commercial businesses must be approved by Career Services.  CUB resident commercial businesses are approved and must pay the $20 fee.
· Marketing: Banners, signs, etc. can be placed on or hung from the table.  Nothing can be hung or taped on the walls.  
· Student Organizations: “Exhibit” Tables are typically reserved for Departments and Commercial Businesses.  However, Registered Student Organizations (RSO) may also request an “Exhibit” Table but only within two business days of the date that is being requested.  RSO’s must also pay a $10 fee per day for an Exhibit Table.  To schedule, please visit the CUB Administration Office in CUB 140 to check availability and to make your request in person.  
[bookmark: _Toc240941889][bookmark: _Toc254862190][bookmark: _Toc255292749] “Mall” Tables – (Student Organizations AND Departments) 
· Check-in:  Groups must check in at the Compton Union Information Desk upon their arrival.  
· Location:  Mall tables may be set up on the mall anywhere between Library Road and the west end of the CUB; not in the direct path of any building entrance; and not in the middle of the mall (to allow for emergency vehicle access). 
· Registration:  Student Organizations will need to complete an event registration form with Student Involvement and Leadership Development for anything beyond just an information table (for example, amplified sound, food, political promotion, fund-raisers, etc.).
· Duration:  May schedule only one table per day, up to ten weekdays per 30 day period.  (EXCEPTION:  This policy does not apply to Student Organizations that reside in the CUB)
· Marketing:  Banners, signs, etc. can only be placed on or hung from the table.  
· Audio:  Amplified sound on the Mall is required to have a Todd steps reservation.
· Canopies:  Canopies are not available for Mall Tables.  Canopies are available for events with a Todd steps reservation.
· Sports Clubs:  Sports club requests for Mall tables need to be requested by University Recreation staff.
[bookmark: _Toc240941890][bookmark: _Toc254862191][bookmark: _Toc320809572]
TABLE 1 – (Rate Table)
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	COMPTON UNION VENUE PRICING

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	Student Organization
	Department 
(CUB Resident)
	Department
(Non-CUB Res.)
	Guest

	 
	
	
	
	

	
	1-3
Hours
	Each 
Add.
Hour*
	1-3
Hours
	Each 
Add.
Hour*
	1-3
Hours
	Each 
Add.
Hour*
	1-3
Hours
	Each 
Add.
Hour*

	L37
	-
	-
	-
	-
	$25
	$10
	$50
	$15

	L38
	-
	-
	-
	-
	$25
	$10
	$50
	$15

	L39
	-
	-
	-
	-
	$25
	$10
	$50
	$15

	L43
	-
	-
	-
	-
	$25
	$10
	$50
	$15

	206
	-
	-
	-
	-
	$40
	$15
	$75
	$25

	208
	-
	-
	-
	-
	$40
	$15
	$75
	$25

	310
	-
	-
	-
	-
	$40
	$15
	$75
	$25

	406
	-
	-
	-
	-
	$40
	$15
	$75
	$25

	204 Senate
	-
	-
	$50
	$15
	$75
	$25
	$100
	$30

	L60 Butch's Den 
	-
	-
	$125
	$40
	$150
	$45
	$300
	$90

	101 Lair
	-
	-
	$175
	$55
	$200
	$60
	$400
	$120

	177 Auditorium 
	$200 †
	$60 †
	$200
	$60
	$225
	$70
	$425
	$130

	210-212 Full Jr.
	$250 †
	$75 †
	$250
	$75
	$300
	$90
	$500
	$150

	210
	$125 †
	$40 †
	$125
	$40
	$150
	$45
	$300
	$90

	212
	$150 †
	$45 †
	$150
	$45
	$250
	$75
	$375
	$115

	220 Sr Ballroom
	$350 †
	$105 †
	$350
	$105
	$375
	$115
	$800
	$240

	
	
	
	
	
	
	
	
	
	
	

	*    Eight hour limit

	
	
	
	
	
	
	

	†    RSO's receive one Venue Fee Waiver per year, otherwise default to resident costs


	RSO's can schedule an unlimited number of 2 hour meetings at no charge

	
	
	

	RSO's can schedule an unlimited number of events in L60 and 101 for free but can only schedule them one at a time


	Conference or Multiple room scheduling:  RSO’s (only) receive free break out meeting rooms along with the purchase (or approved fee waiver) of an event space.


	
	
	
	
	
	
	
	

	
	
	

	Rates include basic audio/visual equipment, tables/chairs, and labor. 
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Revised February 17, 2012
	
	
	
	
	
	Effective February 17, 2012


[bookmark: _Toc320809573][bookmark: _Toc240941891][bookmark: _Toc254862192]
TABLE 2 – (Scheduling Table)

	
	RSO (non-resident)
	RSO (resident)
	Dept (resident)
	Dept (non-res)
	WSU
Guest

	Request for fall mtgs. begin
	End of summer classes
	No restriction
	No restriction
	No restriction
	No restriction

	Request for Spr. mtgs. begin
	After Thanksgiving Break
	No restriction
	No restriction
	No restriction
	No restriction

	Request for sum. mtgs. begin
	After Spring Break
	No restriction
	No restriction
	No restriction
	No restriction

	Schedule in advance for events
	1 yr.
	2 yrs.
	2 yrs.
	2 yrs.
	2 yrs.

	# of weekly meetings
	(1) two-hour mtg/week
Charged Dept. rate for anything more than this
	No restriction
	No restriction
	No restriction

	No restriction

	Free Room Waiver
	One venue, one date/ year
	One venue, one date/ year
	N/A
	N/A
	N/A

	Free room waiver exchange
	Can exchange waiver for a meeting room request  for up to 5 consecutive days
	N/A
	N/A
	N/A
	N/A

	Butch’s Den
	No charge
Up to one sem. out for mtgs.
Up to one year out for events
(1) two-hour mtg/week
Additional events can be scheduled after initial event
	No charge
Up to one year out for mtgs.
Up to one year out for events
(1) two-hour mtg/week
Additional events can be scheduled after initial event
	Charge

	Charge

	Charge


	Active Lounge
	No charge
	No charge
	Charge
	Charge
	Charge



[bookmark: _Toc254859536][bookmark: _Toc254862194]| Union Marketing Services
[bookmark: _Toc320809574]CLIENTS OF UNION MARKETING POLICIES
[bookmark: _Toc320809575]Native Files/Protection of Design 
· In order to protect product quality and file integrity, Union Marketing Services will not release native InDesign, Photoshop, or Illustrator files or other work products for outside use. Exceptions include external work being procured by Union Marketing Services on behalf of Washington State University or for clients. Other exceptions will be handled on a case-by-case basis as determined by the Assistant Director of Marketing.
· Brand identity elements and logos will be released on a case-by-case basis to clients in formats suitable for use on client-based projects. Individual campaign pieces including all forms of posters, banners, etc. will not be released in native format. 
· Files and/or identity work (including design templates) will remain the intellectual property of Union Marketing Services. Final artwork in printed form (or otherwise) will be the property of the client. 
· Identity elements will be reproduced from official artwork and by Union Marketing Services only.
[bookmark: _Toc320809576]Rush Orders
· Any work order placed within the ten day production deadline will be considered a rush order. 
· Rush orders will be taken on a case-by-case basis, considering the number of active projects.
· Clients must respond to proofs in a timely fashion for rush orders to succeed. Failure to do so may delay the in-hands date for the client. 
[bookmark: _Toc320809577]Common Deadlines
· Small print/digital production: flyers, digital signage, work within existing templates.
· Ten business days
· Daily Evergreen ads: any size
· Ten business days (production), four business days (scheduling). Total: 14 business days.
· T-Shirts, imprinted products, promo items
· Ten business days (production), three weeks (order/delivery). Total: one month
· Large print/branding/campaign production: projects requiring offset printing and multiple elements.
· Minimum work time: one month
[bookmark: _Toc254859537][bookmark: _Toc254862195]| Signage & Posting
[bookmark: _Toc254859542][bookmark: _Toc254862200][bookmark: _Toc320809578]Union Marketing Policies
Union Marketing Services will be working with the entire university community to maintain the integrity of the building. Standards have been established to assist in that process. Based on user feedback, standards will be continually evaluated and open to modification.
[bookmark: _Toc320809579]Signage/ Graphic Design Policy
· All signage posted in the CUB should be free of spelling and grammatical errors and hung appropriately.
· Non-student events must fall within the graphic identity standards of the university. Standards can be found at wsu.edu/identity.
· Alcohol-related event advertising must be approved by Union Marketing Services, L44.
· Hand-written posting materials will not be accepted.
· Materials are to be posted on bulletin boards only (not on walls).
[bookmark: _Toc320809580]Internal Office Posting
· Ideally, materials hung on walls in office space should be framed.
· Use “painter’s tape” to post on office walls, not double-sided mounting tape. No nails, staples, tacks, scotch tape, etc.
· For permanent hanging, enter a request into the maintenance tracker.
· Posting on windows (exterior) is prohibited and is considered a public area in compliance with Washington State University policy.
· Posting on windows (next to doors) should be done with a clear plastic hanger and suction cups (8.5”x11”).
· Please do not hang with tape.
·  Signage larger than 8.5”x11” must be approved prior to posting.
[bookmark: _Toc320809581]Community Bulletin Boards
· Union Marketing Services approves, posts, and removes all materials.
· Come to CUB L44 for approval stamp. Materials without a stamp will be removed.
· CUB Marketing will post materials within 24 hours of approval (Monday through Friday).
· Materials will be removed after two weeks or the day after event listed on poster, whichever comes first.
· There are 10 community bulletin boards in the CUB. Provide 10 copies of print material to be posted. Recommended size: 8 ½” x 11”, not to exceed 11” x 17” without prior approval.
[bookmark: _Toc320809582]Department and Assigned Bulletin Boards
· Please decorate and utilize these boards as you please.
· Please remove outdated materials in a timely manner.
· Please adhere to graphic identity standards as they apply to your group.
[bookmark: _Toc320809583]Digital Signage
· Digital signage is open to RSOs, departments, CUB community members, and outside vendors.
· Union Marketing Services reserves the right to choose which ads are appropriate to post including limiting advertisements that are in direct competition with already established vendors.
· Provide material in 72 dpi jpg format sized at 1047 x 690 pixels.
· Artwork must be submitted through cub.wsu.edu/digitalsignage. 

[bookmark: _Toc320809584]CUB Patron Policies
[bookmark: _Toc320809585]Posters
Bring 10 copies of posters (maximum size: 11” x 17”) to Union Marketing Services in L44. We will approve and display all materials within 48 hours of receiving them. Materials will be removed after displaying for two weeks or the day after the event, whichever comes first. Arrangements to return materials can be made. 
[bookmark: _Toc254859538][bookmark: _Toc254862196][bookmark: _Toc320809586]Sandwich Boards
Contact Union Marketing Services if you are interested in displaying your materials on the mall or in Compton Union hall areas. Sandwich boards fit posters that are 27” x 42.5” and can also be checked out for use and placement. 
[bookmark: _Toc254859539][bookmark: _Toc254862197][bookmark: _Toc320809587]CUB & Mall Table Displays
Tables are free for Registered Student Organizations and CUB community members. A fee of $10 will be charged to WSU Departments. Groups can reserve up to 10 days per month. Reserving tables two weeks in advance is recommended, as reservations are made on a first come, first served basis and often fill quickly. Outside vendors may reserve tables during “Mall Market” days only.  A fee of $20 per table will be charged to outside vendors.  Please see unionmarketing.wsu.edu for “Mall Market” days and a downloadable table request form.
[bookmark: _Toc254859540][bookmark: _Toc254862198][bookmark: _Toc320809588]Banners
Union Marketing Services is responsible for approving and posting banners on the outdoor overpasses near Lighty Student Services and the Washington Building. Stop by CUB L44 with your group or department’s banner and we will approve, hang, remove, and return the banner to you. Entities not related to WSU are not authorized to use this resource. 
Space is available on a first come, first served basis. Banners will remain posted for two weeks or until the day after event listed on the banner; whichever comes first. Banners should have grommets, wind vents, and be printed on waterproof material to avoid weather damage. 
[bookmark: _Toc254859541][bookmark: _Toc254862199][bookmark: _Toc320809589]Digital Signage
This service is free for Registered Student Organizations (RSOs) and Compton Union community members.  WSU departments and outside vendors may use these services for a fee. All artwork must be submitted free of error to cub.wsu.edu/digitalsignage one week prior to the desired start date.
Union Marketing Services reserves the right to edit ad submissions for clarity, content, and aesthetics. Union Marketing Services reserves the right to reject inappropriate ads. For example, ads depicting or promoting alcohol consumption, pornographic material, drug use, or weapons will not be approved. 
Union Marketing Services reserves the right to reject ads that are not the correct dimensions (1047 x 690 pixels, 72 dpi and saved as a jpeg) for the digital signage system. Please see cubmarketing.wsu.edu for downloadable templates for Photoshop and PowerPoint. If you require assistance, please contact unionmarketing@wsu.edu. 
Union Marketing Services does not archive ads; groups will be responsible for resubmitting ads for reposting. 
Organizations may submit one ad per week. With special circumstances two ads may be submitted for one week in conjunction with a special event. However the number of submissions by any one organization or person may not exceed 20 ads per semester. 

| RSO Website
WSU and CUB reserve the right to remove or modify any content from any WSU server a Web page or electronic publication that is found to be in violation of the law, WSU or CUB policies, or not in support of the mission of WSU or CUB.
[bookmark: _Toc254859543][bookmark: _Toc254862201][bookmark: _Toc320809590]Monitoring of RSO Websites
All RSO websites will be inspected or monitored by WSU and CUB as it is necessary to do so to protect WSU and CUB from liability. In addition, each RSO website will be inspected or monitored by WSU and CUB if activity from an account prevents access to computing or networking resources by others; general usage patterns indicate that an account is responsible for illegal activity; there are reports of violations of policy or law; WSU or CUB receives a public records request or a valid subpoena; or it is required by, and consistent with, any other law.
[bookmark: _Toc254859544][bookmark: _Toc254862202][bookmark: _Toc320809591]Sanctions
[bookmark: alc]Evidence of illegal activities or policy violations will be turned over to the appropriate authorities as soon as possible after detection. WSU or CUB imposed sanctions will depend upon the nature of the abuse in question. Sanctions may include disciplinary measures including restrictions on access, RSO sanction, and student conduct referral. Any such disciplinary action will be taken in accordance with the applicable provisions of WSU and CUB policy. 
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