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TIPS ON MARKETING WITHIN ACAC, RESERVING ACAC SPACE, and FOOD & BEVERAGE IN ACAC
We love the marketing in the building!
It displays the creative and thriving student life activities on our campus!
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MARKETING SITE RESOURCES:

· Two Bulletin Boards: Drop flyers off at ACAC’s Administrative Offices. We’ll stamp ‘approved’ and post them for you. Anything not stamped is routinely removed. ACAC will pull them down when the event is over. 
No posters or flyers can have words or images that promote or reference alcoholic beverages. When considering graphics, know that the activity center is utilized by a wide range of guests beyond the student body. For example, the University’s Gifted School and Gilcrease’s Middle School children attend events here as well.
· Easels for posters and directional signs: Contact the Administrative Office (x2251) in advance and we will place them for you. Please take posters, balloons and decorations with you when the event is over.
· Window Painting on the Food Court entrance: Contact LeeAnna Lamb (x5059). For the Hurricane Hut, discuss it with Kevin Nelson (x2145) to see if it is an option. Then, let LeeAnna know the desired dates and sites – to avoid overlaps. Your group or the contracted painter washes off the windows and the patio right afterwards. 
· Banners: First, contact LeeAnna (x5059) to schedule. For hanging outside, call the Physical Plant (x2287) or use the site http://www.utulsa.edu/physicalplant/. They do charge a labor fee. For hanging inside ACAC, contact Tom Jurena (x2076).
· Lobby Tables for registrations/displays: Contact the Office (x2251) to reserve them.
· Glass Cases: SA has two used to promote campus events. Those are coordinated through Steve Denton (x2585) and the SA Officers. ACAC has one or two which you are welcome to reserve through us (x2251) to promote a particular event. 
· Table Tents in the Dining Sites: Usually you get permission through Dining (x2145) or you might be referred to ACAC (x2251). Then you set them up and your group throws them away when the event is over – or asks Dining to do so.
· Table Tents Throughout the Lobbies: Contact the Administrative Offices (x2251) to get permission. Then, you set them up and throw them away when the event is over - or ask ACAC to do so.
· “Daily Schedule of Events”: When you register an event to be held inside ACAC, your program will automatically be shown throughout this building on the “Daily Schedule of Events” boards. It will also be listed on the event boards outside of the reserved space.

MARKETING SITE LIMITATIONS:
· We don’t allow flyers to be posted in the restrooms/stalls because there are so many events and so many groups that want to do that so it causes “congestion”. In addition, there are times when the tape peels the paint.
· With very few exceptions, nothing can be posted on the painted surfaces– like the columns and the lobby walls – because of potential paint peeling and ‘congestion’.
· Also with very few exceptions (like Orientation Check-in), nothing can be posted on the glass windows or glass entrance doors. Again, the congestion issue. Contact  LeeAnna (x5059) if you have a request for a special consideration.
ACAC EVENT SITE RESOURCES:  Our web-site is still under construction, but for the most detailed information go to: http://www.utulsa.edu/ess/Divisionpage.htm#ACAC.
· Space Reserved through ACAC:  First contact the ACAC Offices (x2251). We need to navigate through all of the requests so that we can accommodate as many as possible. ACAC manages reservations for the following sites:
1. Event Rooms in ACAC: The Gallery, Chouteau, Great Hall C, the Atrium, and the Administrative Conference Room for you. The formerly named “University Club” is now the called “Alcove” and is available for reservations as well. 
Both the Great Hall and Chouteau have the ability to be divided into two smaller rooms.
The former President’s and Formal Lounges is now the “Faculty Club” and the “President’s Dining Room”. These renovated sites are not available for reservations.
2. South Patio: faces the parking lot and has covered picnic tables.
3. South Parking Lot: in conjunction with permission from Security.
4. Twyman Plaza: the west covered patio with picnic tables

5. Outback: the outdoor green space between ACAC and John Rogers Hall.
6. Former “U”  - now “McFarlin Commons”:  available for internal groups only,  in conjunction with permission from the Physical Plant and sometimes the President. No motorized vehicles on the pavers or lawn. No spikes in the lawn (because of the irrigation system). City ordinances apply for amplified sound.
7. Chaman Commons: located at the new entrance of the university on 11th street. Available for internal groups only; reservations are coordinated in conjunction with permission from the Physical Plant and sometimes the President. No motorized vehicles on the pavers or lawn. No spikes in the lawn (because of the irrigation system). City ordinances apply for amplified sound.
· Events in the Hurricane Hut: Since it is a restaurant, it is not a space that ACAC offers for reservations. Discuss it with Kevin Nelson,  Maggie Hallgren (x2145) to see if it is possible and won’t conflict with restaurant operations.

ACAC does ask to be included in all events planned for the Hut so that we don’t book conflicting events adjacent to yours (i.e. live bands at the same time as a poetry reading). 

Also, there are times when staging, a piano and/or microphone is requested for the Hut event. ACAC needs to see if the inventory and staffing is available to do the set-up/strike. We also include those events in all of the “Daily Schedule of Events” posted in ACAC.


Event Food and Beverages in ACAC:
First, book the room and let ACAC know of your tentative food and beverage plans. Then, contact Catering to discuss your options. It is important to follow-up with ACAC on what was determined so that we can make sure the right type of room and resources are available to make your event successful.
The University requires that all catering services be provided by TU’s Dining Department - Sodexho. Catering Services (x2145) has a wide variety of options in addition to what is shown on http://www.utulsa.edu/dining/catering.html. Some parameters:
· No home-made food is allowed in ACAC due to public health precautions. 

· Outside food and beverages that total in value of $100 or less and is pre-packaged are to be approved through ACAC when booking your room. You are responsible for cleaning up afterwards. ACAC will provide you with general cleaning supplies (i.e. large waste barrels).
· If requesting outside food that values $100 or more, you’ll need to complete the “Catering Exemption Request” form and obtain approval from Catering Services.
· If approved, you and your catering source are responsible for cleaning up afterwards. ACAC will provide the general cleaning supplies. Catering will provide an Attendant at $25 per hour/per person to assist with instructions, resources and general post clean-up. ACAC will then prepare the room for the next event.
· Catering Services has a minimum dollar amount for orders placed for the weekend. This minimum amount can be used for your linen, paper goods, serving utensils, beverages, snacks, the Catering Attendant or Bartender, and/or a full catering request.
ALCOHOL EVENTS IN ACAC:
When requesting to have alcohol-related events, you’ll need to book the space with ACAC and indicate your plans. Contract the beer sales through Catering Services who is the licensed vendor for this facility. 
You also contact the Office of Student Affairs and complete an “Alcohol Event Registration Form”. http://www.utulsa.edu/studentaffairs/alcohol/registrationform. 
1. Alcohol is not allowed outside of the event rooms. Your organization is responsible for keeping individuals with alcohol inside the rooms.

2. ACAC will charge back to your organization the Security Wages for them to be on hand in the event of an emergency, injury, or disruptive behavior. (Minimum of 4 hours at $20 per hour/per Officer.) There will be a minimum of one officer for an event with 100 people. Additional officers are required for larger groups and depending on the nature of the event.
3. Your organization will also be charged for Catering’s Bartenders.

Note: Most events without alcohol, but which are open to the public, and/or have more than 100 people in attendance, will also have Security present. The charges of which will be assessed to your group.
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