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“UNIVERSITY EVENTS CALENDAR” is how Conference Services distributes Event information 
to the various University departments involved in direct service for Events. 
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III. Procedures for Scheduling CSU Facilities 
 
 

All requests for University facilities, other than regularly scheduled academic classes, must be 
submitted to and approved by the Department of Conference Services in advance of the Event 
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3. UNIVERSITY	ORGANIZATION	EVENT	
Facility Request Form must be approved by Conference Services a minimum of 
seven (7) 
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Non-use by External Organization’s and Partner Organizations will be treated as 
a failure to cancel. 

 

I. ADDITIONAL SERVICES  
Event Sponsors may arrange for Catering, Parking and/or other amenities for an 
Event by contacting the appropriate CSU department or local provider if CSU 
department does not hold exclusivity for service.   

 

J. OTHER CHARGES  
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1. Posting:	
All bulletin boards and display screens are for University use only.  Events for 
which there is a signed rental agreement, or which have otherwise been 
approved by the Department of Conference Services, may promote their event on 
Conference Services bulletin boards pursuant the following process:   
• Posting is limited to on campus events and activities.  Postings for off-

campus events, services, sales, housing rentals, employment, etc. will 
not be approved for posting. 

• Approval:  Postings must be brought to Conference Services for approval 
in person during business hours.  All postings will be date-stamped at 
the time of approval. 

• Maximum Time:  Postings will be approved for a maximum of two (2) 
weeks from the date of approval, or until the date of the event, whichever 
time is shorter.   

• Host / Sponsor:  The event or activity must be hosted by a CSU 
department, recognized student organization or an outside group with an 
executed facilities rental agreement.  Postings must identify the host / 
sponsor and include contact information (phone number or email 
address).   

• Limits:  Once approved and date-stamped by Conference Services, the 
host / sponsor may post one posting per bulletin board.  Postings may be 
no larger than 11”x17”.  Postings may be attached using pushpins only.  
No staples, straight pins or tape.  Postings must not be attached to the 
edges / corners of the 
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J. Food and Alcohol 
 

All Event Sponsors must adhere to the University’s On-
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parking spaces for visitors, 
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Partner Organizations, the Facilities Use Agreement may specify additional 
penalties.  

V. Cancellation of Scheduled Events – Force Majuere 
 
Any Event may be cancelled by CSU due to an unexpected event that either partially or 
totally destructs facilities, subject to acts of God, inclement weather beyond normally 
encountered conditions, war, terrorism, outbreaks of disease, epidemic, government 
regulation, disaster, fire, strikes, civil disorder, inoperability or reduction of availability 
of transportation service, unavailability of water, electricity, or other necessary utilities, 
or any other similar cause beyond the control of the parties making it inadvisable, illegal, 
or impossible to facilitate the event within campus facilities.  
 

VI. Additional Conditions for Specific Facilities 
 

A. EUCLID COMMONS OUTDOOR COURTYARD 
In additional to all other conditions of facilities use, the following conditions 
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D. RECREATION CENTER FACILITY USE 
 

In additional to all other conditions for facilities use, the following will apply to 
the use of the CSU Recreation Center to place emphasis on use by CSU students 
and dues paying members of the Recreation Center.  

 
Recreation Services has priority in the use of gymnasiums, program 
spaces, meetings rooms and locker rooms.  Relatedly, Recreation 
Services department staff are responsible for monitoring compliance to 
these Procedures and addressing violations of these Procedures for 
Events in the Recreation Center.  External Organizations and Partner 
Organizations will be assessed Facility Rental Fees and Direct Costs for 


