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Room Reservation Policies & Set Up Procedures
A. Each request for space in the Student Union must be submitted in writing and signed by a representative from your office/department/advisor/staff member in advance of the event.  Telephone reservations will not be accepted.  Reservation confirmation is available upon request.  Space is available on a first come-first-serve basis.
B. Reservation forms with incomplete information will not be accepted (i.e., time-date-attendance- or set-up).  The reservation form will be returned to the initiating office, department, or organization.  Rooms may not be reserved until the form is returned with all relevant information.

C. A room reservation form, which is turned in less than two weeks in advance, will be accommodated on a space-available basis; however, groups may be expected to set up the room if a set-up is required.
D. To accommodate large groups, reservations anticipating fewer than 30 attendees may not book SU 207 if an alternate space is available that meets the requirements of the reservation.

E. Large Event forms must accompany a reservations request for any event with an anticipated attendance of 100 or more guests.  Registered TWU campus organizations must obtain a signature from the Director of the Center for Student Development for each large event form.  Underestimating the attendance could cause interruptions in your event and possible immediate cancellation.  Security officers may be assigned to any special event.  An officer will remain on duty during and 1 hour after each event.  Rates for security officers may be found in the Student Union Office or DPS.

F. A building attendant will be assigned to all non-TWU sponsored events at the rate of $10.00 per hour. Building attendants will be available to answer any questions or meet any needs an individual/group may have during the schedule event. Building attendants may occasionally enter your event to ensure policy compliance and guest safety.

G. Events may be booked outside normal Student Union Office hours if a building attendant is available. Such reservations are subject to cancellation or rescheduling if the Student Union Office is unable to provide a building attendant for the requested time period. Any event held outside of the normal operating hours, requiring a building attendant, will be assessed an attendant fee in 1 hour increments. The building attendant fee for Students is $7.50/hour and $10.00/hour for Faculty/Staff, University departments and non-affiliates.  
H. ALCOHOLIC BEVERAGES MAY NOT BE SERVED OR CONSUMED IN THE STUDENT UNION BUILDING.

I. Rooms 109,110,111 & 112 are pre-set rooms.  If an event requires a different set-up in one of these rooms, groups are responsible for returning the room to its pre-set arrangement.

J. If your set-up requires equipment that we do not have (extra tables/chairs), charges will be accessed.  The request should be noted on your reservation form under the section “Additional Information”.  Room set-ups are not provided for private receptions/parties; however, tables and chairs are provided in the cost of the room rental.  

K. Media equipment and easels are available to checkout for meetings, workshops, and seminars.  You may check out equipment and obtain a price list for these items in the Student Union Office during regular hours.  All equipment is state property, and it is not intended for personal use.  Your student I.D. will reserve the equipment.  If the equipment is not returned, an additional charge will be assessed.

L. Individuals or organizations that need additional equipment from other departments on campus, such as Information Technology Service or Facilities Management, should submit those requests to the Student Union Office two weeks in advance to insure that University equipment is available and my be picked up in a timely manner.

M. Faculty, Staff, University funded student organizations and non-affiliated groups must adhere to the Catering Policy and utilize an approved caterer. The list of approved caterers is available in the Student Union Office. The only exception to the catering policy is non-University funded student organizations.

N. If refreshments are served, all food items must be disposed of or taken with you.  If a food service contractor provides refreshments, pre-arrange with the contractor to pick up remaining food and/or service items, such as punch bowls, cups, trays, etc.
O. Since we try to accommodate as many groups as possible, it may be necessary to move your meeting to another room.  Prior notification attempts will be made.  Please indicate the names and phone numbers of at least two contact persons for your organization.  This will insure our ability to reach you if we need to move your function to another space.  In the event we are unable to contact a representative from your organization, we will post a notice of the room change outside the room.

P. If your Departmental/Organization meeting is cancelled, please contact the Student Union Office at 898-3641 at least 24 hours prior to the event.  Please remember that work schedules for the Building Attendants are based on the meeting schedule in the building.  We can offer better service to you if we know in advance that our plans have changed.  No-shows and improper cancellations could result in a loss of privileges.

Q. Down payments are required at the time of making the reservation and are payable in the Student Union Office.   Birdseed, rice and/or confetti are not permitted inside and/or outside the Student Union.  
R. The organization or individual(s) may be billed for additional custodial fees (up to $250.00) and/or for loss of property or damages incurred.

S. Cancellation: In the event a reservation is to be canceled, please contact the Student Union Office at (940) 898-3641.  Cancellation of reservations should be made at least two weeks prior to the event date.  Cancellations made less than two weeks but more than 3 business days prior to the event will forfeit their room deposit. Cancellations made less than 3 business days prior to the event will forfeit their deposit and all applicable rental fees.  No-shows and improper cancellations will result in a loss of all payments.

T. More than one event that includes amplified sound or live bands will not be scheduled at the same time in the building.  Our policy of first-come first serve will remain in effect.

U. In accordance with the Texas Woman’s University fire code, doorways, hallways, and stairwells must be clear of all obstacles.  Open flames, such as candles, lanterns, and sternos are prohibited in the Student Union building.

V. The Student Union office reserves the right to move groups into more suitable locations and to change the above policies and procedures without prior notice.
Q.
Please remember that the Student Union is a smoke-free facility.
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