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SPACE REQUEST 2017-2018
FACILITY USE POLICIES Use of the facility must be consistent with the mission of the Asian American Cultural Center and the Office of Inclusion and Intercultural Relations. Events must abide by University rules and regulations. Users are responsible for the space and its contents and agree that they or their organization will pay for any damages incurred within sixty (60) days.

USERS ARE RESPONSIBLE FOR THEIR OWN SET-UP AND CLEAN-UP.  A user CHECKLIST must be completed and returned to the AACC after each event. If unsatisfactory conditions are encountered upon arrival, note it on the CHECKLIST or your organization will be accountable for those conditions. 

EVENT TIMES: Events should end 15 minutes before closing so the building can be cleared and locked. Users may only occupy the space during the time reserved. After-hours events should conclude by midnight. 

KEYS: For events taking place outside of normal hours of operation, keys must be picked up during business hours the day of the event (Friday for weekend events.) Keys are issued to a designated individual who is to return them before noon on the first business day following the event, along with the Checklist. Keys returned late incur a $5 per-day late fee. 

FOOD/CATERED EVENTS: Food can be served in all rooms except the Basement. Remove all garbage/trash out to the dumpster and replace trash bags. The AACC is not responsible for food storage and has the right to dispose of leftover items.

KITCHEN USE: Dishes and cooking utensils must be washed and put away before leaving. Leave no food scraps in the kitchen sink. The checklist specifies kitchen clean-up responsibilities.

EQUIPMENT & RESOURCES: Items borrowed in conjunction with an event are to remain on the premises. 

DECORATIONS are allowed, but do not use tape, nails, or poster putty on the walls. Do not tamper with any exhibited art work. 

CLEAN-UP: Cleaning supplies are provided in each room. If the facility is left in an unsuitable condition, the organization is charged a $20-$100 maintenance fee unless clean-up is completed promptly and to the satisfaction of AACC staff. 

CONDUCT AND RESPONSIBILITY: Groups reserving space are accountable for the safety and behavior of their members and guests. Any damages or personal injuries are the responsibility of the sponsoring organization. In case of emergency, safety guidelines are posted in the kitchen. 

CANCELLATION: Reservations are non-transferable. All scheduling changes must be made through the AACC. Cancellations received less than 48 hours before the event, will incur a $20 cancellation fee. * * 

FUTURE SPACE RESERVATIONS ARE SUSPENDED UNTIL PAYMENT IS RECEIVED.
FAILURE TO FOLLOW THESE POLICIES WILL RESULT IN CHARGES AND/OR DENIAL OF FUTURE USE.
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SPACE REQUEST 2017 – 2018
	The request is approved only when an email confirmation has been received from the AACC.


	lOrganization / Unit Name:
	Account #:  

	lContact Person:  
	Email:  
	Phone:  

	lEvent Name:  
	Estimated Attendance:              

	lDescription:    

	lDay(s) of week:   


	Date:        /     /          (Exact dates for recurring 
events):

	Advertised Time of Event:        – 

	       
	Is the event open to the public?
	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 

	

	
	Is admission being charged or money generated (besides club dues/fees)? *
	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 

	

	
	Is the event a fundraiser for charity? * 

	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 

	

	
	Will there be food?
	Cooking
  FORMCHECKBOX 
  
	Catering   FORMCHECKBOX 

	Serving Food/Drink   FORMCHECKBOX 
  
	No Food  FORMCHECKBOX 

	

	*If revenue is generated on University property, permission must be obtained from the Office of Registered Organizations.

	Locations and Times requested:  ( Allow 30 minutes extra time before & after the advertised time of event. (
You are responsible for room set-up / clean-up and returning rooms to their default arrangement before leaving.
* only available after 5pm M-F and on weekends.   To book Conference Room M-F before 5pm, please contact Asian American studies.*


	 FORMCHECKBOX 
 Lounge
	Start:                    
	End:
	 FORMCHECKBOX 
 *Conference Room*
	Start:                  
	End: 

	 FORMCHECKBOX 
 Kitchen
	Start:    
	End:
	 FORMCHECKBOX 
 Activities Room   
	Start:    
	End:

	 FORMCHECKBOX 
 Basement
	Start:    
	End:
	
	
	

	Comments/Special Requests:  


	I agree to follow the Asian American Cultural Center’s Facility Use Policies and will be responsible for any charges incurred due to misuse of the facility. 

	lName:
	Office / Position:
	Date:       /      /      

	Attach this completed form as a Word document and email to aacc@illinois.edu. 
Please allow 2 business days for confirmation.



Asian American Cultural Center


1210 West Nevada Street, MC-149; Urbana, IL  61801   phone: 333-9300   fax: 244-4065


e-mail: aacc@illinois.edu


http://www.go.illinois.edu/aacc
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