ASIAN AMERICAN CULTURAL CENTER
ROOM RESERVATION GUIDELINES

GENERAL USAGE PAYMENT

Rutgers Affiliates

There is no charge for general usage of the Asian American Cultural Center (AACC) and its facilities providing that:

· Program has been approved by administrative staff 
· There is no AACC event scheduled
· There is no charge to attend programming to members of the Rutgers Community
(If admission charge is applied, see pricing guidelines below.)
· Program occurs during regular hours of operation 
· The requesting organization is an official unit of Rutgers, the State University of NJ
Non Rutgers Affiliates

· There will be a $50.00 base reservation fee (which includes the first hour of rental)
· There will be an additional charge per hour for reserved time (see pricing guidelines).
Deposits

· Room Rental Deposit is $50.00 refundable upon inspection of AACC.

Upon approval of room reservation clients must give a deposit to the AACC. This deposit will be returned after an inspection of the Center’s facilities and equipment has been completed and NO damages are reported. Arrangements should be made to send deposits to AACC at least 5 business days before scheduled program. Reservations made without deposits may be cancelled without notification. If damages are suspected, rental party will be responsible for all damages in addition to the initial fee.
All checks should be made payable to Asian American Cultural Center, Rutgers University.
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Facilities charge policies
Setup/clean up charges:

· Additional charges will apply upon the request of rental party of setup and clean up.
· If the rented facilities is not acceptably clean after the reservation allotted time, clean up charges will be priced per hour according to the extended hour fee.
Extended hours – will be charged providing that:
· Early openings or late closings for any reason will be assessed an additional for each additional hour.
· Organizations must stay within allotted time to avoid additional charges (this includes RU affiliates)

Additional rental:
· Additional charges will apply to the usage of any AACC materials and property. (Please request a quote before usage of any AACC materials and property to avoid any penalty charges.)
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RESERVATION FEE:

	
	Regular Reservation Hours
(M- F 9:00 am to 11:00 pm)
Exceeding hours will result in additional fee.
	Weekend / Holiday Reservation Hours
(9:00 am to 11:00 pm)
w/ approval only

	Multipurpose Room
	$100 (1st hour) + $50/hour
	$150 (1st hour) + $75/hour

	MPR and Conference RM
	$175 (1st hour) + $75/hour
	$200 (1st hour) + $100/hour

	Conference RM only 
	$75 (1st hour) + $35/hour
	$100 (1st hour) + $50/hour


Facilities 
Multipurpose Room (MPR)
· Generally, after being set up for pre-arranged program/activities, meeting rooms in the Asian American Cultural Center will be closed off to the public prior to the program/activity. 
· A representative of the program’s sponsoring organization should report to the Center’s Administrative Office and request that Center staff on duty during the event limit access to program participant(s) and attendees. 
· The representative’s identification card (issued be the University) may be held by the Center in lieu of a security deposit. 
· At the conclusion of the event, the group’s representative should report back to the Administrative Office and request that the appropriate Center staff inspect and secure the room. 
· After the room has been inspected and is determined to be in satisfactory condition by Center’s staff, the individual’s Identification Card will be returned to the group’s representative. 
· If the room is deemed to be less than satisfactory condition, the group may be assessed clean up and/or damage fees. The surrendered Identification Card, left as deposit, will not be returned until the problem is resolved to the satisfaction of AACC staff. The group may also be barred from future use of the AACC until full and proper restitution is made.

Conference Room
· Conference room is reserved for organization meetings, classes and conferences.  No food is allowed in the room unless noted otherwise by the approver of schedule.  Additional fees may apply depending on each event. 
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**Please review the above policy with an AACC staff**
(Name of Representative)_____________________, (Position)_________________of (Organization)____________________  have received and understand Asian American Cultural Center Room Reservation Guidelines and General Utilization Policy. I will inform/review the above information to my organization.  

______________________________________
     _____________________________________
Requester Signature


         Date
     Staff Signature



Date
ASIAN AMERICAN CULTURAL CENTER
GENERAL UTILIZATION POLICY

Policies Regarding Use of the Asian American Cultural Center
Facilities Reservations

All initial requests for use of the Center’s facilities must be submitted, in writing, to the appropriate Center staff. Facilities Request forms are available at the center and online at www.aacc.rutgers.edu.
A calendar of all meetings and activities held at the Center is charted on a monthly basis. Groups or organizations that use the Center for their regularly scheduled meetings and/or activities are not required to submit a written request each month. They must, however, present a schedule of meeting/activity dates at the beginning of each semester. 

Asian American Cultural Center Events
The Center reserves the right to host programs and/or special events during weekly meeting times of the student organizations. A Center staff will give student organizations notification in such cases. 

The Center’s Staff will have final approval of the Center’s use and availability for special events.

Confirmation of Room Reservation 

Reservations are accepted from Monday through Friday during regular business hours. Room reservations request forms must be submitted in person or via FAX (no reservations will be taken over the phone and/or e-mail). Center staff must receive all reservation materials, i.e., room set-up forms, program description, Declaration of Event forms, etc., no later than ten (10) business days prior to the scheduled event. Any arrangements made later than 10 business days prior to the event cannot be guaranteed. Reservation forms, technical riders to the contract (where applicable), and fire permit forms (where applicable) must be completed and approved before the reservation is considered confirmed and guaranteed.

Persons Authorized to Make Reservations

Only elected/ authorized officers of those organizations may take requests for space at the Center by any group or agency. To insure proper handling of arrangements, organizations should designate one individual from its membership to serve as its liaison to the Center in making these arrangements. 

Persons Authorized to Confirm Reservation
Request for space at the Center can only be confirmed by AACC staff or designated Building Coordinator. Request submitted with less than a 10-day notice are not guaranteed to be granted.

Space Reservation Procedures for Special Events

Individuals or organizations under its established policy, as outlines above may reserve space in the Asian American Cultural Center. Special events, however, may require that additional procedures be followed. These procedures include the following: 


All reservations for space in the Asian American Cultural Center for special events 


should be made as far in advance of the event as possible to insure the availability 


of space and to allow the Center’s Building Coordinator(s) time to make all 


necessary arrangements.


Room set-up requirements must be presented to the appropriate Center staff, in writing, a 

minimum of ten(10) business days prior to the event. Please note that room set-up requirement cannot be guaranteed for those reservations made later than 10 days prior to
the event.

Room Decorations

Any group or individual that uses the Center is responsible for removal of decorations and props immediately after the conclusion of its event. A clean-up fee will be assessed whenever all decorations and props are not completely removed. The use of glue, adhesive, nails, wood, staples and tacks on walls, windows, ceilings, podiums, light fixtures, support columns, floorings, staging or door frames is not permitted. Materials may not be attached to draperies. Candles and other hazardous materials, including but not limited to, explosives, pressurized containers, etc., are strictly prohibited in all students Centers.

Equipment Rentals:

Additional charges will apply to the usage of any AACC materials and property. (Please request a quote before usage of any AACC materials and property to avoid any penalty charges.)

If special equipments are required, please contact the below facilities for rental.  AACC will NOT be responsible for outside rentals.
Addresses and phone numbers for outside equipment rental are:

**Miller Party Supply (732) 247-8888                         **Rutgers Media Services (732) 445-4685

Route 1 North                                                                 Media Services-Kilmer Area Library 

Edison, NJ  08817                                                          Livingston Campus 

(tables, glassware etc)                                                   Piscataway, NJ 08855








   (microphones, slide projectors etc)
Early Opening and Late Closing (Extended Hours)

Any groups or organization requiring access to the Asian American Cultural Center’s facilities outside its standard hours of operation must submit a written request justifying the need for this special access, i.e., early opening or late closing. Requests must be submitted, in writing, at least three (3) weeks prior to the requested date. This policy also applies when making the Center’s facilities available to the general public outside standard operating hours. 
An extended –hours operating fee will be assessed in these cases (i.e., standard-use fee plus labor charges for operating the building during extended hours). This fee does not include charges for set-up, security personnel (determined by the R.U.P.D., see “Security Arrangements”), clean-up and/ or damage fee incurred—these are additional costs! Non-affiliates groups or organizations not formally registered by Rutgers University may not request extended hours.

Gambling and Games of Chance

Gambling is prohibited in all areas of Asian American Cultural Center. The State University of New Jersey strictly regulates games of chance. Groups making reservations for events during which, or as part of which, games of chance will be played must show the Center’s Staff/Building Coordinator(s) a proof of identification number, as issued by the New Jersey Legalized Games of Chance Control Commission; these groups must also present a Municipal Games of Chance Permit. Groups must be in possession of these documents before any reservation for this type of event can be accepted by the Asian American Cultural Center. 
Smoking Policy

Smoking is strictly prohibited in all areas of the Asian American Cultural Center. The Center is a non-smoking facility. 
Security Arrangements for Major Events

All major events and programs schedules in the Asian American Cultural Center are subject to review by the Rutgers University Police Department (R.U.P.D.). After reviewing a description of the planned event, the R.U.P.D. may determine that police coverage of the event is appropriate. If so, coverage will be scheduled by the R.U.P.D.; the sponsoring organization will then be billed for the R.U.P.D. coverage at the current rate. The R.U.P.D. has final jurisdiction over the extent and type of police coverage to be scheduled. Groups that refuse to comply with the R.U.P.D. determination, or refuse to pay for police coverage will have their reservations canceled by the Asian American Cultural Center.
Insurance for Non-Affiliated Organizations

Groups not affiliated with Rutgers University must show proof of $1 million minimum combined single-limit liability insurance policy that names Rutgers, The State University of New Jersey as the additional insured party before a room reservation can be confirmed by the AACC. A copy of this certificate will be held with the reservation. A reservation is not considered confirmed until this certificate is presented. The certificate must be presented at least one week prior to the scheduled event. If non-affiliated groups do not have an insurance policy, a risk-management fee will be assessed at the current rate, as prescribed by the Department of Risk Management.
Student Organizations

Student organizations should seek the advice of the appropriate Student Activities Center staff regarding insurance requirements associated with their planned events and programs.

Appropriate Signage and Posters for Events Scheduled in the AACC
Directional or informational signs pertaining to the event(s) scheduled in the AACC generally will be approved by AACC staff. To insure that the Center’s image is presented in an appropriately neat and attractive manner, all posters and handbills must be approved by the appropriate Center staff. Items not properly approved are not allowed for promotional use.

Posters and handbills should be placed only on posting available in the Center. Only one copy of a poster or handbill may be posted. Duplicate copies will be removed. The use of nails or adhesive materials is not allowed. Posting may remain on boars for no longer than 30 days. The AACC is not responsible for the loss or theft of posters and handbills. Any poster or handbill that is placed over and / or obstructs previously posted material will be removed.
Storage of Property

The Center’s limited storage space precludes safe and proper storage of property belonging to artists, vendors or other Center visitors. Persons and / or groups in need of storage space should seek alternative locations.

Damage Fees

All repair and / or replacement costs associated with any damage caused to the Center equipment, furnishings or physical structure by any person or group prior to, during or after general use or special evens will be the sole responsibility of those persons or groups.

Billing for these costs will be forwarded directly to the sponsoring organization(s). Organizations, groups or departments that hold outstanding debts with the Asian American Cultural Center will be barred from using the Center until all such debts are cleared.
