The University of Texas at Austin – Red McCombs School of Business


Legacy Events Room Reservation

Only McCombs School of Business entities may use this room. Student groups must be sponsored* to book the LER.

	Name:
	
	Contact Number:
	

	Date Submitted: 
	
	Number of Attendees:
	

	Name of Sponsoring Department:
	

	Name of Co-Sponsor or Student Org (if applicable):
	

	Proximity Card Access Required For (Name & EID):
	

	Proposed Activity:
	

	Date(s) Requested:
	
	From (setup):**
	
	To (cleanup):**
	


**A minimum of 4 hours is required for reconfiguration at the beginning and at the end of each reservation if reconfiguration is requested.
Configuration:

Furniture in the Legacy Events Room may only be moved or reconfigured in consultation with the Dean’s Office. Contact Mike Holt at 415-1779 for any desired change to room configuration in the Legacy Events Room.

	Requested Configuration (check one)
	
	Classroom (default)
	
	Reception
	
	Theater

	Approval by Mike Holt:
	
	Yes
	
	No


Food / Special Equipment Needs:

	Are you serving food?***
	
	Yes
	
	No

	 If Yes, what type?
	
	Catered
	
	Prepackaged snacks/drinks
	
	Pastries & coffee/tea
	
	Other

	Explain:
	


***See Rules and Tips section at the end of this form for information regarding food form submittal and approval.

Music is prohibited Monday – Friday in the McCombs School of Business. However, you may request an acoustical group for a weekend event. (See Rules and Tips section at end of document for more information.)
	Do you wish to request acoustic music for your weekend event?
	
	Yes
	
	No


Sponsorship Confirmation:

*Sponsorship is not automatic. The following must be completed and approved by the sponsoring department for each event:
	· I hereby approve the sponsorship of this organization by our department and attest that a member of our department will oversee and attend this event.

	
	
	

	Name of Sponsoring Department
	Authorized Account Signature


	· As the representative for the group and event listed on this form, I understand the regulations applying to the use of University facilities. I will assume responsibility for adherence to these regulations and policies. I understand that there may be charges for any or all of the above requested services. I affirm that I am an authorized representative acting on behalf of the above listed UT administrative unit or sponsored student organization at the University of Texas at Austin.

· I understand that my unit/organization will be held responsible for cleaning the Legacy Events Room and failing to do so will result in a charge of a minimum of $500. I understand that the penalty will be charged to the account listed below. I also understand that the cancellation fee will be assessed if the room is not used and not released.


	
	
	
	
	

	Name of Authorized Departmental Representative
	
	UTEID
	
	Telephone Number

	
	
	
	
	

	Signature of Authorized Departmental Representative
	
	Date
	
	E-mail Address

	
	
	
	
	

	UT Account Number
	
	
	
	Authorized Account Signature


Dean’s Office Use Only:
	· Your request has been APPROVED.
	· 
	· Your request has been DENIED.

	
	
	

	Susie Brown, Associate Dean for Business Affairs
	
	Date


Revised 6/22/2009
Rules for Legacy Event Room Use
In using the Legacy Events Room, you accept responsibility for the following:
1. Reservations should be made at least 2 weeks prior to an event and paperwork should be submitted within 1 week of making the reservation. While we will hold the space for 7 days for requests made verbally or via e-mail, this form must be returned to confirm the booking and complete the reservation. Please note that reservations requested fewer than 7 days prior to an event may not be approved.
2. Any cancellations must be requested in writing no later than 1 week prior to the event. Failure to do so will result in a charge to the UT account number provided in the amount of $500.
3. You are responsible for ordering and paying for any special equipment or food.
4. Alcohol is not permitted on premises. Ensure that alcoholic beverages are not served or consumed.
5. Remove all trash to the dumpsters between MSB and Mezes/Batts Hall. Do not use building trash receptacles for disposal.
6. Pay the cost of special cleanup or repairs needed in the event of damage or misuse of facilities. If you are sponsoring an external organization, your organization must provide a UT account number with sufficient funds to cover the $500 cleaning deposit.
Tips and Additional Information

Food Distribution Form:
· If you will be serving food at your event, you may need to complete the Environmental Health and Safety’s Food Distribution Using Caterers (Commercial Companies) form. You can complete this form here: https://www.utexas.edu/safety/ehs/forms/fooddistribution/. You can review the rules on what requires food form submittal here: http://www.utexas.edu/safety/ehs/food. 

· Reservations received fewer than 7 days prior to an event will not be allowed food service that requires a food distribution form. 

· The approval will be returned via e-mail to you. If your food request is approved, you must have a printed copy of the form at your event in case of inspection.

Music Policy:

· Acoustical music is defined as a single, un-amplified guitar or an ‘a cappella’ group.
· Please note that there could be sound conflicts with the Hall of Honors directly below the Legacy Events Room.

Special Equipment:
· The Legacy Events Room has full multi-media capabilities and furniture. However, if you require additional furniture or equipment, contact Facilities Services (non-media) and Media Services as needed. Please note that there may be a charge for additional services.
· Departments must submit work orders appropriate to the equipment or service needed for the booked event.

Dean’s Office Contacts:
	Room Reservation Liaison (Paula Gilbert
	512-471-5921
	MSBBusinessAffairsFD@mccombs.utexas.edu

	Building Superintendent (Mike Holt)
	512-415-1779
	Mike.holt@mccombs.utexas.edu

	Dean’s Office Fax Number
	512-471-3034
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