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ASU Campus Programming Resource list

A comprehensive list to assist faculty,
 staff and students at the Tempe Campus, plan their next event

Additional resources

SORC Manual, student organization programming checklists and references

Available from SORC, 3rd floor of the Memorial Union

Contact 5-2255

http://www.asu.edu/clubs
ASU Special Event Resource Guide, annual “how-to” overview for events on campuses

Available from Office of Special Events

Contact 5-1985

 http://www.asu.edu/ia/specialevents
Group Service Manual, how-to for service events

Available from Community Service Program, 3rd floor of the Memorial Union

Contact 5-0305

http://www.asu.edu/mu/community
Student Risk Management, event planning resources 


Contact 5-5298
http://www.asu.edu/studentaffairs/risk
Special Events, event planning resources

http://www.asu.edu/ia/specialevents/resources.htm
ASU Alphabet Soup, a cheat sheet of ASU-specific acronyms and vocabulary
 www.asu.edu/vpsa/ldt/abc.htm 

Resources list

Accessibility Resources

	Alternative Print Formats,

e.g., Braille, large print, audio tapes
	Lora Craig
Disability Resource Center (DRC)
	5-8490 (V)


· Alternative Print Formats are available to ASU students for academic class work, if they are registered with Disability Resource Centers
· DRC will contract for alternative print with ASU employees, campus programs, activities, and off-campus institutions and agencies, as follows:
· ASU fee or non-fee based public events (e.g., Gammage Auditorium or Sun Devil Stadium events, theatrical programs, public lectures, conferences, workshops, or seminars).
· Off-campus agency or organization sponsored activities, conferences, workshops or meetings.

· State educational institutions and organizations.

	Sign language and oral interpretation, 

Real-Time Captioning and C-Print
	Chad Price
Disability Resource Center
	5-9239 (V),

5-9645 (TTY)


· Sign language interpreting services are available for all academic and co-curricular programs without charge to ASU students registered with Disability Resource Center (DRC).

· DRC does not provide interpreting for ASU employees or the following programs and activities on campus:

· ASU fee or non-fee based public events (e.g., Gammage Auditorium or Sun Devil Stadium events, theatrical programs, lectures).

· Off-campus agency or organization sponsored activities, conferences, workshops or meetings.

	Transportation and Equipment Loan Services
	Jim Morin
Disability Resource Center
	5-3055 (V)


· Intra-campus cart service available Monday – Friday, 7:10 AM to 4:45 PM.  Medical documentation of permanent or temporary disability required.  (Must be scheduled in advance.)

· Loaner equipment (e.g., wheelchairs, portable assistive listening systems, enlarging microscope) must be scheduled in advance.

	Community Disability Resources Available for Non-Student/Public Program ASU Needs


· Interpreting Service Agencies in the Phoenix Metropolitan area:

· Valley Center for the Deaf (VCD)

602/267-1921

· Arizona Interpreting Services (AIS)

480/961-7331

· Freelance Interpreting Services (FLIS)

480/595-9515

These agencies charge an hourly rate with a two-hour minimum and require team interpreting for assignments longer than one hour.  Generally, a 10-14 day advance notice is required in order to provide interpreters.

Alcohol Permit

Consumption of alcoholic beverages on University property at special events is prohibited unless a "Permit to Serve Alcoholic Beverages on Campus" has been approved and signed by ASU Department of Public Safety and ASU Insurance Services. The original permit application must be submitted to ASU DPS 14 calendar days prior to the date of the event. See http://www.asu.edu/purchasing/insurance/alcohol.htm for permit form.
Food/Catering

For complete description and guidelines, visit the Memorial Union web site at http://www.asu.edu/mu/catering.htm or contact the Food Service Contract Manager at 5-5310.
Memorial Union

	Distinctive Catering
	MU 182
Event & Meeting Services Office
	5-6508


· Distinctive Catering must be used for all catering done in the Memorial Union, unless they refer you elsewhere for menus they cannot provide.

· Food delivery to the MU is also not allowed, except Dominos Pizza (located on University and Rural) when paid by Maroon & Gold card. Dominos Pizza phone number is 480/968-5555

Events Held in Other Campus Facilities

· Distinctive Catering, Atlasta Catering Service, or a caterer from the Preferred Caterer List may be used.

University Club

	Atlasta Catering Service
	University Club
	602/242-8185


· Atlasta Catering Service must be used for all catering done in the University Club.
Public Event Venues 

	Contact Public Events
	
	5-5062


Intercollegiate Athletic Venues

	Sodexho Sports and Leisure  
	
	5-4215


· Sodexho Sports and Leisure must be used if hosting an event in Sun Devil Stadium or Wells Fargo Arena.
	Food Safety Guidelines & Approval (Required)
	Office of Environmental Health
	5-6853


· Only approved vendors can be used for non-Distinctive Catering, Atlasta, or Sodexho Sports and Leisure catered events. Approved vendor list available from http://www.asu.edu/mu/caterers.htm  (Vendors must show proof of liability insurance and must submit a percentage of the bill to ASU for contract exception).

· For food items that caterers cannot provide (e.g., Indian Fry Bread) and donated foods, waivers are available under very strict food safety preparation and provision guidelines.  A Food Waiver Request must be completed and submitted a minimum of 14 days prior to event date.   Go to http://www.asu.edu/mu/docs/FoodWaiverReq.doc for the form.  
· Approval required by Student Health Inspector for all non-catered food prepared and sold on campus.

Funding Sources

· Visit http://www.asu.edu/mu/bestpractices/fundingsources.htm for further information.

	ASASU (Associated Students of ASU)
	
	5-3161

www.asu.edu/asasu

	CDC (Cultural Diversity Committee)
	Via Proposal Form (Only for student initiated and coordinated programming)
	5-6060

www.asu.edu/studentlife/msc/cdc.html

	CET (Campus Environment Team) 
	Via Grant Application
	http://www.asu.edu/president/cet/grants.html

	DAPB (Diversity Awareness Programming Board) 
	Via Application
	5-3161

	Student Coalitions 
	Multicultural Student Center, SSV 3rd floor
	5-6060


· Each source sets its own restrictions on and processes for funding.  Not all sources will fund all types of events.
Fundraising/Sponsorships

	Suggestions and Guidelines
	SORC
	5-2255


· Most contractual sponsorship agreements must be approved at the VP level (at least for Student Affairs).

· Confirm with your budget head before committing to an agreement.

Conference Housing

	Residential Life
	Conference Housing
	5-2773


· Limited summer conference housing is available between 6/01 and 7/31 in the residence halls.
Event Locations
	* Academic Classrooms
	Academic Facilities
	5-7070

	Adelphi Drive Play Field 
	Residential Life
	5-1531

	Alpha Drive Play Fields
	Greek Life
	5-4005

	Alumni Lawn (Front Of Old Main)
	Alumni Association
	5-2586

	Gazebo Lawn (Near University Club)
	University Club
	5-0700

	Athletic Sites: Wells Fargo Arena, Sun Devil Stadium, Sun Devil Club Plaza, Packard Stadium; Skyboxes
	Stadium Management
	5-3933

	Business College Patio
	Business Dean’s Office
	5-5516

	Danforth Chapel
	Chapel Secretary
	5-3570

	Dixie Gammage Courtyard (“Secret Garden”)
	Marsha, Fine Arts or

Nancy Schlicht, Social Work
	5-8561; or

5-2795

	Grady Gammage Memorial Auditorium & Terrace
	ASU Public Events
	5-5062

	Hatton Hall, 632 S. Myrtle Ave.
	Tempe Community Council
	858-2300

	Hayden Lawn
	Event and Meeting Services
	5-3406

	Karsten Golf Course Clubhouse
	Karsten Clubhouse
	5-4653

	Lyceum Theatre
	ASU Theatre Department
	5-5359

	Malls: Hayden, Tyler & Fountain by MU
	Event and Meeting Services
	5-3406

	Memorial Union Rooms
	Event and Meeting Services
	5-3406

	PV Beach (Palo Verde Lawn)
	Residential Life
	5-3515

	Parking Lots
	Parking and Transit Services
	5-6407

	Residence Hall Lounges
	Hall Front Desk
	

	Residence Hall Lawns/Commons
	Hall Front Desk
	

	Sahuaro Lawn
	Residential Life
	5-3515

	“Secret Garden” (See Dixie Gammage Courtyard)
	
	

	Student Recreation Complex – Activity Spaces
	Student Recreation Complex
	5-8900

	Student Services Building – Indoor Amphitheater and Rooftop Patio
	Residential Life (Pat O'Rourke) 
	5-1543

	Student Services Lawn
	Event and Meeting Services
	5-3406

	University Club (Off-Hours)
	University Club 
	5-0700


*Academic spaces cannot be scheduled for non-classes until classes have actually begun each semester.  (Classes take priority on the space until all classes have settled into a location.)

Materials 

	ASU tableskirts, banner, etc
	Institutional Advancement
	5-0456

	Grounds Maintenance (sprinkler, fountains, flowerbeds, lawn care)
	Facilities Management

FACMAN@ASU.EDU
	5-3633 or 
5-1841

	Chairs, tables (outdoors); stage set-up
	John Manes, Facilities Mgt
	5-1833

	Garbage cans (needed when food is served)
	Facilities Management
	5-1833

	Stage
	reserve: Event and Meeting Services or ASASU;

set-up: Facilities Mgt
	5-3406 or 5-3161;

5-1833

	PA Sound System (mic, speakers, CD player)
	Event and Meeting Services
	5-3406


	Recycling
	Recycling Coordinator
	5-4414

	TVs, VCRs, Projectors, Projection Screens, Audio Players
	Media Services
	5-3342

	Video Camera and Tripods
	Media Services
	5-3342

	Water Jugs (dispenser coolers)
	SRC - Sports Rental
	5-8900


Parking (guest stickers, event parking, on-mall driving and parking)

	Parking and Transit Services
	Towers Building
	5-6209


Printing

· See the ASU Graphic Standards Manual at http://www.asu.edu/ia/webdevelopment/gsm/
	ASU Logo/Trademark Approval: Print & Signage
	Debbie or Maggie
	5-3529

	ASU Logo/Trademark Approval: Merchandise

 (T-shirts, etc.)
	Trademark Management Coordinator
	5-5499

	Design Print Services
	
	5-3529

	Copy Centers
	Various
	5-3529


Publicity
	Academic Buildings, Advertising in
	Contact Individual Building(s)
	http://www.asu.edu/clubs/sorc/advertising.htm

	Banners Hanging:

· ASU Buildings, Malls, Palm Walk

· Memorial Union
	· Facilities Management

· Memorial Union
	5-1357

5-5310

	Sun Devil TV (SDTV/Channel 2) 
	Matthews Center Basement
	5-5376

	Insight 
	Administration B 170
	5-3502

	KAET TV- Channel 8
	Stauffer B-Wing
	5-8888

	Media Relations (for off-campus contacts)
	Administration B 170
	5-3502

	Movie “Sneak Peaks” Announcements
	Programming and Visual Arts
	5-2255

	Public Events
	Wells Fargo Arena
	5-5062

	Residence Halls (flyers/posters in)
	Individual Hall Coordinators
	

	Signs
	Sign Shop, Facilities Mgt. 
	5-3633

	State Press 
	Matthews Center Basement
	5-7572

	Student Affairs Calendar (www.asu.edu/vpsa)
	Jennifer Stults
	5-5720

	Student Involvement Listserv (reaches other lists): INVOLVED@asu.edu
	Sun Devil Involvement Center
	5-2255

	Student Organization Listserv
	SORC@asu.edu
	5-2255

	Student Organization Mailbox Stuffing
	SORC
	5-2255

	Student Organization Meetings, Speaking at
	www.asu.edu/clubs or SORC 
	5-2255

	University Calendar
	http://events.asu.edu/
	n/a

	University Photographer
	Tim Trumble
	7-6005


· State Press offers free “Today” section; also send them a press release and/or story idea.

· Contact the Office of Media Relations and Public Information in advance of any event at which you would like off-campus media (for suggestions), AND at which you might expect off-campus media coverage (e.g., controversial issues)—even if you don’t invite them.

Risk Management

	Insurance
	Cheryl Carlyle USB
	5-1851

	Van Driver Certification
	Chuck Bowers USB
	5-0974


Scheduling (Avoiding Event Conflicts)

	http://events.asu.edu/
	See academic and activities schedules for this and coming semesters

	http://www.holidays.net/dates.htm

	List of many national, cultural, religious, etc observances, with many explanations


Security

	ASU Campus Police
	
	5-3456

	Safety Escort Service
	ASASU
	5-1515


· Security is required/suggested at your event when: the estimated event attendance; the nature of  the event; alcohol consumption at the event; the presence of VIP's/Dignitaries; and/or other mitigating liability reasons make a security presence prudent for the safety of participants and/or the University.  Contact Police Services for details.

Tax ID

	Employer Identification Number (tax ID) forms
	SORC; IRS website
	5-2255; www.irs.gov


· EIN needed for organization to open off-campus account and/or to be cut a check from the University.

Transportation

	Driving on the Mall
	Department of Public Safety (DPS)
	5-3456

	State Vehicles
	Fleet Services
	5-3496

	Van Driver Certification
	Chuck Bowers, Risk Mgt
	5-0974


· Advance reservation required; travel driver qualification guidelines apply.

· For events whose activity or attendance may require traffic changes or create blockages on streets, contact the City of Tempe Special Events Task Force at 480-350-5180.

Vendors

· Before selecting any vendors for your event at an ASU Public Events' venue, check with Public Events.

· SORC has guidelines for bringing off-campus vendors onto campus.

Please contact the Vice President for Student Affairs at vpsa@asu.edu with updates.

Additional Considerations

Accessibility

Is there a statement on all program/activity brochures and fliers specifying deadlines for ensuring the availability of disability accommodations?  Sample statement: “Disability accommodations (e.g., sign language interpreters and/or alternative print format) are available if requested in advance by (date deadline).”  [Make deadlines at least two weeks in advance of event.] 

Is the program space

· easy to find on campus?

· convenient to parking, elevators/ramps, bathrooms and water fountains?

· easy to navigate and free from unavoidable obstructions?
Is the program content

· available on disk for easier conversion to alternative print formats?
· considerate of varying levels of audience participation? (for interactive sessions)

· varied in presentation formats to address a full range of learning styles? (visual, experiential, etc.)
Approval

Have you obtained written approval and confirmation from the appropriate ASU departments?  Every inch of campus and every aspect of its operations are managed by someone on campus! Depending on the type of event, you may need approval from several ASU departments including but not limited to: Public Safety, Facilities Management, Risk Management and the Health Inspector's Office.

Cost

Is your program as low-cost as possible, so as to include anyone who might benefit, but cannot afford a (high) entrance fee?

Diet

If you are offering food, have you provided options for

· vegetarian: non-meat entrees (no beef, pork, poultry or fish meat, sauce or base)

· vegan/lactose intolerant: no egg or dairy ingredients

· health conscious: lo/no-sodium, -fat, -cholesterol and -caffeine alternatives

· water offered beyond soda, juice, coffee and tea

Timely

· Date: Does your program compete with any other (large) activities on campus or in the community?  This includes the academic timeline (mid-terms, finals, post-Thanksgiving and pre-spring break project deadlines).  Check these calendars:

University: www.asu.edu/calendar

Student Affairs: www.asu.edu/vpsa/calendar.html

· Day: Does your program fall on day when your audience is available? E.g., Fridays are no class days for many Business, Social Work and other classes.

· Time: How does your program fit into typical class schedules (begin at x:40, end at x:30) and meal patterns?  How early in the day does your program begin; how late does it run?

· Length: How long will your program keep participants away from other obligations and interests? Have you included breaks/variations to restart attention spans?  Have you provided sufficient time for participants to change locations (break-out-rooms, meals, etc)?

· Religious/Cultural Observance: Does your program fall on holidays or regular observances? E.g., Friday evening through Saturday evening is the Sabbath for several religious traditions; Sunday mornings are typically worship times for Christian denominations.  Other holidays fall through the year; not all make mainstream calendars. Contact the Provost’s office for the major holidays that must be considered in academic scheduling.

Weather

· Monsoon Season: Have a rain date, alternative location and/or plan for inclement weather.

· Summer/Hot Season: Consider indoor or other sheltered locations for the entire event or available for rest periods, and keep plenty of water available for participants, volunteers, and staff.
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