How to Program Events and Activities
Before proceeding with any plans to put on a program, it is important to meet with the Staff Assistant of the Campus Center prior to any commitments.

When planning an event, a function, or any sort of program, a PROGRAM CLEARANCE FORM must be filled out and returned to the Administrative Office of the Campus Center. The form should include the signatures of the appropriate officers of the sponsoring organization, the advisor, the facility supervisor, (i.e., Campus Center Director, Auditorium Manager, etc.), and the Staff Assistant of the Campus Center. This Clearance Form is necessary for both on- and off-campus events and must be noted for the master calendar. No program should take place, unless this form is completed and submitted to the Campus Center Office, in Room 218 of the Campus Center. The Campus Center staff is always willing and available to help with your program planning.

Before signing a FORMAL CONTRACT agreement with an off-campus agency individual or group, the facility in which the program is to take place should be reserved. This may be done when the Clearance Form is signed by the facility supervisor and the Staff Assistant of the Campus Center. All contracts must be signed by the Vice President for Finance and Facilities. The Vice President for Finance and Facilities shall sign as the responsible University Agent so that the Contract will be honored by the Fiscal Affairs office.

If an organization wishes to serve alcohol at an event, an ALCOHOL BEVERAGE PERMIT must be submitted. This form is available at the Campus Center Office, Room 218. This form must be filled out, signed by the appropriate parties, and returned to the Counseling and Health Services, in Room 107 of the Campus Center.

If an organization wishes to SELL ALCOHOL at an event, an alcoholic beverage permit must be submitted as above and application may be made for a liquor license through the office of the Counseling and Health Services a month in advance of the program. It should be accompanied by a check request of $50.00 made out to the CITY OF SALEM. All alcohol consumption on campus is governed by the current University alcoholic beverage policy as well as applicable local and state statutes. All alcohol requests are subject to the current alcohol procedures and policy.


Scheduling Other Facilities
Any recognized student organization, academic department, or individual affiliated with the University may schedule University facilities through the Director of the facility 
or designee. Facilities may be requested by contacting the following offices. 


1.
O’Keefe Center/
Scheduling Director
Ext. 6562



Athletic Fields


2.
South Campus Gym
Intramurals
Ext. 6569


3.
Alumni House
Alumni Affairs
Ext. 7530


4.
Auditorium/Theater
Theatre
Ext. 6292


5.
Classrooms
Registrar
Ext. 6300


6.
Library
Library
Ext. 6232


7.
Bates Complex
Residence Life 
Ext. 6416


8.
Peabody Hall
Resident Director
Ext. 6417


9.
Bowditch Hall
Resident Director
Ext. 6427
        10.Central Campus
Resident Director
Ext. 8403

        11. Dining Commons
Chartwells
Ext. 6444
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