Event and Meeting Services is located in the Administrative Office of the Marshall Student Center (MSC)
on the fourth floor in the MSC 4100 suite, and is responsible for the coordination of activities and events
in the MSC. The services offered by the office include, but are not limited to, venue reservation, event
review, coordinating sound and light personnel and equipment, furnishing and arrangement of room
setups and coordinating event staff, security, and University Police where indicated. The Event and
Meeting Services office is open from 8AM to 5PM Monday through Friday, and is closed on University
holidays.

The reservation and use of University property is a privilege, not a right. The MSC Administrative Staff
reserves the right to reassign, deny or cancel reservation requests.

The Marshall Student Center spaces are available to Registered Student Organizations, University
Departments, University Sponsored Organizations, and Non-University Organizations.

The Student Organization must be officially registered with the Center for Leadership and Civic
Engagement (CLCE). Student Organizations are expected to follow all guidelines in the Student
Organization Handbook provided by CLCE. Student Groups not registered with the CLCE will be
considered a non-University entity.

Student Organization events are defined as an event planned by the organization for their organization
or the USF Community. The Student Organization is the responsible party and takes responsibility for all
event charges and event planning decisions. They are also responsible and liable for those attending
their events; this includes community members and minors.

Student Organizations are expected to follow the Student Code of Conduct while hosting and attending
events at the MSC. The Student Code of Conduct can be found through the Dean of Students Office
website. Failure to follow conduct policies may result in additional fees, cancellations of events, and/or
suspension of reservations.

The department must be recognized by the university, including any recognized departmental programs
or committees. University Department events are defined as an event planned by the department for
USF Students, Staff, and/or Faculty. The University Department is the responsible party for all event
charges and events. They are also responsible and liable for those attending their events; this includes
community members and minors.

All groups or individuals not covered under the above categories may reserve spaces through
Conferencing and Special Events at http://www.usf.edu/student-affairs/conferences-special-events/.

A University Sponsored Event is defined as a University Department or Student Organization is planning
an event with a non-USF entity for the USF Community. The Non-USF entity is a partner, but not the
responsible party for any charges or event planning decisions. The sponsoring department or
organization is the responsible party for any charges and event planning decisions. *Please note that the
sponsoring department must pay through a Chartfield.


http://www.usf.edu/student-affairs/conferences-special-events/

A University Sponsored event is handled on a case-by-case basis, at the discretion of Event and Meeting
Services. Organizations interested in hosting a University Sponsored event should contact their Event
Planner for more details.

The event space inside and surrounding the MSC is available for use by student groups and departments,

and may be booked through the Online Reservation System- Virtual EMS — or through the EMS Office. Other
campus locations may be available and require reservations and coordination through those specific
locations. The EMS Office only handles the Marshall Student Center event and conference spaces and certain
outdoor spaces around the building.

All Student Organization Reservations must be made through our Online Reservation System — Virtual EMS . To
use the online system, have a Web User ID. To request a Web User ID for a Student Organization, you must be
an approved MSC Accountable Officer. USF Departments requesting Web User IDs do not need to complete the
MSC Accountable Officer Form. For information on MSC Accountable Officers and Web User IDs, please click
here . To learn how to make a reservation using the online reservation system, please ¢


http://ems-msc.forest.usf.edu/virtualems/
/student-affairs/msc/documents/msc-ems-part-1-getting-started.pdf
/student-affairs/msc/documents/msc-ems-part-2-making-a-reservation-in-virtual-ems.pdf
/student-affairs/msc/documents/msc_emswebsite_after5meetingtimeblocks_2021.pdf



/student-affairs/msc/documents/msc-emswebsite-reservableoutdoorspacesmap.pdf
/administrative-services/facilities/requests/event-request.aspx
/administrative-services/facilities/requests/event-request.aspx

Please review the MSC Rain Site Procedure


/student-affairs/msc/documents/msc-emswebsite-outsideform-2021.pdf
/student-affairs/msc/documents/msc-ems-atrium-tabling-2020.pdf
/student-affairs/msc/msc-services/bull-market.aspx



mailto:sg-rmdorghelp@usf.edu
mailto:sg-rmdorghelp@usf.edu

additional information, please contact your event planner through the Event and Meeting Services main office at
813-974-5213.

All applicants for event reservations are responsible for providing all necessary information to ensure that the
University can make appropriate and reasonable review of the feasibility of the event and ensure the safety of
the university and guests.

For more information on Event Reviews, please click here .

The MSC does not allow clients to serve homemade food at events. All food must be pre-packaged or prepared
in a professional restaurant or kitchen. Clients who wish to serve food at an event in the MSC must complete a
Food Release Form, which is available here .

Open Flames such as candles, Sterno cans, food warmers, or any alcohol- burning equipment used in warming
food is strictly prohibited unless used by an approved vendor or Aramark staff. A catering staff member must be
designated to monitor food warming devices and ensure that they are extinguished at the end of the event or
when a food tray is empty and no longer being used.

If a client wishes to use an outside caterer for an event, the vendor must complete a Caterer’s Application to
become an approved vendor. Please contact your event planner for a current list of approved vendors or a copy
of the Caterer’s application.

Please note that the approval process may take several days. Vendors who have not provided all of the
required documentation and been approved will not be permitted to serve food at the MSC. Outside vendors
do not have access to MSC food preparation areas or resources. This includes but is not limited to:

I USF Dining kitchen areas
1 lce
' Running Water

USF Dining may cater events in the MSC, and must cater any event where alcohol is served. MSC Administration
cannot request USF Dining catering on a client’s behalf. Information about USF Dining catering options and
services are available here .

Groups may serve alcohol at an event in the MSC, but MUST receive approval in advance. You can submit your
request to have alcohol at your event by completing the Alcohol Approval Form


/student-affairs/msc/plan-and-market-events/event-reviews.aspx
/student-affairs/msc/documents/msc_ems_foodreleaseform_2021_fillable.pdf
http://usf.campusdish.com/Catering.aspx
https://usf.az1.qualtrics.com/jfe/form/SV_3ghfki3ApEluWG1
https://usf.app.box.com/v/usfpolicy30-023

What Equipment can be used:

The MSC is equipped with a number of different solutions and options to make the most of your event
or meeting. This includes microphones, speakers, specialty lighting, computers and more. Please speak
with your event planner to discuss your event in detail to see what all the MSC might be able to provide
for your event.

When will you need a technician:

MSC Sound and Light Technicians may be required in certain locations. Additionally, anytime you are
using more than one microphone you will automatically need a technician present to ensure your event
is a success. Other events, depending on complexity or location, will need a technician. You may request
a technician for your event should you feel the need, however, this would be dependent on staffing
availability for the day and time. There will be a per hour charge for technicians with a minimum of
three (3) scheduled hours.

Scheduling technicians for Oval Theater or Royal Palm Ballroom:

Depending on your event needs, a technician may need to be present during your event or for the
entirety of time you are in the room. Please speak to your event planner to make sure that you have the
technician arrive with enough time to setup and prepare for your event. Usually this will require a
technician present up to 1 hour prior to technical needs of the event.

Technician scheduling and availability:

Sound and Light Technicians are scheduled according to event need. Your event planner needs to know
everything you are planning on doing for your event to ensure that you have the right amount of
assistance for your event. The Sound and Light Department may not be able to accommodate last
minute technical requests or additions if your needs exceed the capability of staffing or availability of
equipment.

Setup and Teardown times:

Sound and Light Technicians are scheduled based on your event timeline that is discussed with your
MSC Event Planner. We use these times to schedule the Sound and Light Technicians to ensure they
have enough time to set up and breakdown your event, which allows us to make sure each event is fully
cleaned up and vacated at the end of your reservation time. You MUST adhere to the start and end
times listed on your reservation confirmation. Should you go over your allotted time, you may run the
risk of having your event shut down by the technicians and incurring additional charges.

Equipment, Technician, Show Etiquette:

Please refrain from touching or using any equipment furnished by the MSC Sound and Light
Department. If you need anything during your event, please ask your technician(s) and they will be able
to adjust or change settings.

Do not use abusive or offensive language towards your technician(s). Please give them the respect that
you would want shown to you.

Only ONE (1) individual from your organization is allowed behind the technician desk in order to assist
with show prep and/or show cues. This individual is not authorized to touch anything other than the
computer should they need to advance slides, play videos or begin cues for a show.

Abuse of this policy may result in immediate termination of your event and/or denial of equipment and
staffing for future events.

Deadlines:
Due to the high volume of events in the MSC, there are very strict deadlines set in place to ensure your



Event Review: Your Event Review should take place at least 14 days prior to event — You must
discuss al technical needs with your MSC Event Planner at this time. Please be prepared to
discuss the following: number of microphones needed, type of microphones needed,
presentation format specifications, performance specifics, lighting needs, music and lighting
cues, etc. This allows your event planner schedule technicians accordingly and reserve any
necessary equipment. Failure to do so may result in the inability or unavailability of some
equipment or staffing for your event. For more information on Event Reviews, please click here.

Day-of-Show: one week prior to event — This document is a full overview of needs for your
event and will assist your technician running your event. The more information you can give us
the better. A sample Day of Show can be found here . Please use this fillable PDF when
completing your Day of Show.

Computer Adapters:

Computer adapters are no longer available through the MSC. Please know your computer connection
needs and supply any adapters needed. All conference rooms have HDMI and VGA connections for your
convenience. Please refer to the figure below for room connections.

Lighting:

A basic stage wash is available with Royal Palm Ballroom A or the Oval Theater. Should you require more
lighting needs you will need to hire a separate lighting technician. Day-of lighting requests will not be
able to be fulfilled.

In the Ballroom there are many different lighting needs that we can fulfill from basic to advanced. Please
discuss your lighting needs with your event planner so a Lighting Technician can be scheduled
accordingly.

GOBO Creation:

The MSC has the ability to display custom gobos for your event. Any gobo to be used will need to be
created or provided by the client. The MSC does not have the ability to create designs for your event.
Should you want to use a GOBO for your event you will need to provide a Standard Size B (OD86mm,
ID60mm for glass) (ID64mm metal) for use in our fixtures. Please speak to your event planner for further
details.

Gaffers Tape:
Gaffers Tape will no longer be given out to clients outside. Cable Protectors are available on a limited

basis. Should these not be available at time of your review, we will not be able to provide you with
cables for your event.

Projector Screens:
Projector Screens are not able to be used outside. Any wind will damage the screens and so will not be
available for use in outdoor locations

If it rains for an event:

Please refer to the Rain Policy. Our number one concern is to conduct safe events for everyone. Should
it begin to rain during your event, or rain threaten the ability to hold your event. The Sound and Light
Department may not be able to give you reserved equipment in order to preserve the safety of the
technicians, patrons and equipment. Electricity and water do not mix.



/student-affairs/msc/plan-and-market-events/event-reviews.aspx
/student-affairs/msc/documents/msc-ems-sample-day-of-show-2020.pdf
/student-affairs/msc/documents/msc-emswebsite-dayofshowtemplate-fillable-2021.pdf

(o]
You must have a license to publicly show a movie in order to host a movie night event in the Marshall
Student Center.


/student-affairs/msc/documents/msc_ems_showingamovieinthemsc_2021.pdf

Balloons

All helium-filled balloons must be weighted the entire time they are on MSC property. This includes while in
transit to an event location within the building and also in outdoor event spaces. It is acceptable to tie them to
centerpieces and/or chairs during events, provided extreme caution is utilized during their removal. Clients may
incur fees for any balloons that escape and require retrieval by MSC staff.

Special Effects
The following are not permitted:

f Dryice

I Confetti or glitter of any kind

I Covering of windows with paper, paint, or other materials. Acceptable window coverings can be
provided by Event & Meeting Services Staff with prior approval.

f Smoke machines, fog machines, or similar devices emitting visible gas vapors may not be used indoors
unless it provided by the MSC Sound and Light Department. You must receive approval from your MSC
Event Planner to use smoke machines, fog machines, or similar devices emitting visible gas vapors at an
outdoor event.

Painting

Painting is prohibited on MSC property without prior approval from your MSC Event Planner, and is restricted to
certain locations (MSC 2708, or Outdoor Locations) and certain types of paint (water based). Please contact your
MSC Event Planner for details.

Event Cleanup
Decorations must be removed immediately after the event, program, or holiday, unless the group has prior

written consent from MSC Administration. The MSC will breakdown/dispose of any items not removed
immediately and a cleanup charge may be incurred. This includes balloons.

Damages
Any damages to MSC property found to be the result of client failure to adhere to the aforementioned

guidelines and expectations will result in additional charges, and may also result in suspension of facility
reservation privileges for the semester. The MSC will handle repairs, and the client will be billed for all costs
incurred for materials and time related to the repairs. Similarly, any excessive cleaning charges will be billed to
the client.

Storage
The MSC is not responsible for items left in the building after events, and storage space is not available for

materials or equipment used in association with an event. Such items are the sole responsibility of the client. If


/administrative-services/parking/parking/index.aspx

Some events may require Security personnel to be present. University Police will determine all security needs,
including outside security. Charges for security will be determined by the MSC. Examples include but are not
limited to:
1 Events where cash is handled.
Events where alcohol is served.
Events that are open to the outside community.
Events with a history and/or expectation of a large attendance.
Events that may be perceived as controversial.
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If you think your event may need additional security, please contact your MSC Event Planner.



