MIDDLE TENNESSEE STATE UNIVERSITY

Facility Use Policy

PURPOSE:  This policy is to establish rules and regulations for a better coordinated use of University-owned or leased building, indoor facility, and outdoor areas and athletic facilities.

SCOPE:  This policy applies to all faculty, staff, students, guests, and visitors of Middle Tennessee State University.

Event Type Definitions:

University Academic Activities are those activities directly related to the instructional mission of the University; such as:  University academic credit bearing classes, course related events resulting from academic course work, such as research, outside study, tutoring, and field testing.  Faculty departmental meetings are also included in this category.

University Sponsored Events* are those activities directly related to the life of the campus community beyond the classroom; such as athletics, recreation, student programming activities, and academic camps/conferences/workshops.  There are two sub-categories for such an event.
1. Official University Events:  Official University Events are those programs that are scheduled or sponsored by faculty, staff, administrative offices and departments that are planned primarily for members of the University community.  Guests and alumni may attend these programs.

2. Student Services:  Student services are those programs, activities, and services that are scheduled or sponsored by student clubs or organizations that are officially recognized by the University and planned primarily for members of the campus community.  Members of the community, guests, and alumni may attend these programs.

University Related Events* match the same criteria as a University Sponsored Event, but also include a charge for registration and/or admission.

University Co-Sponsored Events* are academic programs, conferences and/or meetings involving two entities:  a University school, academic department, administrative unit or student organization and an outside organization such as a professional association in which the University holds membership or maintains a relationship that directly benefits the University community.

*The following conditions must be met for all Sponsored, Related, and Co-Sponsored events:

1. The university department/organization is responsible for all communication including reservation and event arrangements with the venue scheduling staff.

2. A university department/organization representative must be present and actively participate with the event.

3. The university department/organization is responsible for all charges related to the event.

Non-University/External Events are those programs and activities organized by any person, business, or community group not encompassed in the organizational structure of the University.  Only Non-academic buildings can be reserved for Non-University/External Events.  Non-University/External groups can reserve space up to four (4) times per semester.  This includes non-profit organizations.

Application for Use of Facilities will be submitted by all users desiring use of University facilities.  Forms are available from the Murphy Center Complex Office, Murphy Center Complex Website (http://mtsu.edu/murphycenter/, and Event Coordination Office.
Denial of Use may be made by all schedulers for reasons including, but not limited to, previous cancellations without notice, outstanding debt/non-payment, or inappropriate use of facilities.

Hours of Use will be permitted during normal hours of operation as posted by the respective facility.  Hours may vary during holidays, final exam week, and summer semesters.  Events scheduled before or after regular hours are subject to prior approval and arrangements by the scheduler. Hours of Operation for Murphy Center are Monday – Sunday from 6:30 am – 9:30 pm.
Fee Definitions:

Support Services Fees (Direct Costs):  Any cost that is incurred as a direct result of the event occupying the facility.  These fees include, but are not limited to Security, Custodial, Food Services, Building Attendant, Technical Attendant, and Production Services.

Use Fee (Facility Use):  Room Occupancy Fee

Administrative Fee:  University Coordinator’s Time

Facility Use Fees:

University Academic Activities:  No Charges (Except as Noted Below)

University Sponsored Events:

1. Official University:  Support Services Fees (Direct Costs), Applicable

2. Student:  Support Services Fees (Direct Costs), Applicable

University Related Events:

1. Official University:  Support Services Fees (Direct Costs), Applicable Administrative Fees

2. Student:  Support Services Fees (Direct Costs), Applicable Administrative Fees.

University Co-Sponsored Events:

1. Support Services Fees (Direct Costs)

2. Administrative Fees

3. Proof of Liability Insurance Required

Non-University/External Events

1. User Fees

2. Support Services Fees (Direct Costs)

3. Administrative Fees

4. Proof of Liability Insurance Required

5. Contract Required

University fees will be based on the type of space, the length of usage, and the competitive market rates for comparable square footage.  Administrative fees followed the same logic for justification.  Rates will be established by the Facility/Venue Manager, in association with the appropriate Department Chairperson, Dean, or Director, and presented for approval to the MTSU Vice-President Council.  Rates will be reviewed and adjusted prior to the start of the fiscal year.
Notwithstanding any fee or no fee designated above, the evening and weekend charge at the Foundation House shall apply to all users.

Insurance and Bond Requirements

Where indicated and as required by Tennessee State Board of Regents Policy No. 3:02:02:00, in utilizing campus property or facilities, non-affiliated groups, organizations and individuals shall provide:  1) adequate bond or other security for damage to the property or facilities during the period of the use; 2) personal injury and property damage insurance coverage; 3) a performance bond or insurance guaranteeing or insuring performance or its obligations under the contract; and, 4) other types of insurance in such amounts as are designated by the University.

User Fees (Murphy Center Complex)

Murphy Center






$ 3,500.00/Day
(Includes Dressing Rooms and Green Room)

Monte Hale Arena





           $ 1,350.00/Day
Auxiliary Gym 1






$   325.00/Day

Auxiliary Gym 2






$   325.00/Day

Dance Studio A






$   325.00/Day

Dance Studio B






$   325.00/Day

Alumni Memorial Gym





$ 1,050.00/Day

Floyd Stadium






$ 4,000.00/Day

Floyd Stadium Club Level





$    500.00/Day

Floyd Stadium Press Level




           $    500.00/Day

Bouldin Tennis Center





$    350.00/Day

Reese Smith Field






$    350.00/Day 

Softball Field






           $    350.00/Day

Track/Soccer Stadium




           $    350.00/Day

Support Services Fees (Direct Cost)

Building Attendant (4-Hour Minimum)




$ 12.00/Hr

Custodial Services (2-Hour Minimum)




$ 18.00/Hr

Parking Attendants







$  20.00/Hr

Administrative Fee (4-Hour Minimum)




$  30.00/Hr

Security (2-Hour Minimum)






$  30.00/Hr

Technician – Murphy Center (4-Hour Minimum) 


$  30.00/Hr

Medical Standby







$ 135.00/Hr

Event Staff








$  18.00/Hr

Elevator Operator






           $  18.00/Hr

Operational Costs (Labor Costs)

· Set-Up/Tear Down (Per Person/Per Hour)

$  18.00/Hr

· Floor Covering (Murphy Center Arena Floor)

$ 750.00

· Floor Covering (Auxiliary Gyms)



$ 350.00

· Floor Covering (AMG Arena Floor)                               $1400.00

· Masonite (If Needed)




$ 350.00

User Fees (Murphy Center Complex)

Equipment Rental
Tables






$  5/ea (6ft Rectangular)
Tables 





 
$  7/ea (72-in Round)
Chairs






 
$  1/ea

Table Skirts





 
$  3/ea
Pipe & Drape (8 ft Sections)


 
$  10/ea

Podiums





 
$  10/ea

Stage (4x8 Sections)



 
$  15/ea

Portable Sound System w/ Wired Microphone
 
$  50/ea

Portable Sound System w/Wireless Microphone
$  65/ea

Extension Cords/Power Strips



$   6/ea

Video Board Rental (See Video Board Rental Policy)
$ 500/daily                  

MURPHY CENTER COMPLEX

FACILITY USAGE POLICIES & PROCEDURES

Any group, both on-campus and external must complete an Application for Use of Facilities form.  All information requested on the form must be provided.

For MTSU groups, all Application for Use of Facilities forms must be completely filled out and include the account number to be charged.  The applicant’s signature is required.  External groups must provide name and address of the person responsible for receiving billing information as well as the same from the applicant making the request.  

All MTSU campus group’s Application for Use of Facilities forms must have the appropriate approval signatures:

1. Athletics:  Athletic coaches, staff, secretaries, and directors of operations must obtain an approval from Associate Athletic Director for Facilities:  Michael Szul.

2. Blue Raider Athletic Association:  All staff must obtain approval from the Associate Athletic Director for Fundraising:  Alan Farley.

3. Academic Departments:  Professors, staff, and secretaries must obtain approval from their department chair.

4. Greek Affairs:  All Greek organizations must obtain approval signatures from their advisor as well as the Coordinator for Greek Affairs.
MURPHY CENTER COMPLEX

FACILITY USAGE POLICIES & PROCEDURES

5. Student Organizations:  Student Organizations must obtain approval signatures from their advisor as well as, the Director of Leadership & Service Office, Jackie Victory, or her designee (s).
6. Non-Academic Departments:  Staff must obtain an approval from their department head.

7. Nelligan Sports Marketing:  Staff must obtain an approval from Dave Elliot.

Completed and appropriately signed forms must be turned into the Murphy Center Complex Event Services Office, which is located in Murphy Center Room 179.  We can also be reached at Box 350 or by fax at 904-8101.  Rita Whitaker (615-904-8129 & rwhitake@mtsu.edu) is responsible for approving all facility forms, all MTSU athletic events, contracts, and certificates of insurance and Libby Magill (615-898-5189 & lmagill@mtsu.edu) is responsible for the confirmation of bookings and all non-athletic events.
All applicants will be contacted either via email or phone regarding the space availability within three business days to the note that the form was received and is initially approved.  This initial approval will result in a tentative booking of the event.  Following this, the applicant and the coordinator will work together to have a definite booking set within 24 hours.  If an agreement, regarding specifics of the event, is not confirmed within this time period, the space being tentatively held will be released.  The process will need to be re-started.  This policy is to ensure that the Murphy Center Complex’s spaces are being appropriately requested, scheduled and utilized.
The applicant will be contacted by the appropriate coordinator in regards to setting up a meeting, either in person or via phone, to discuss the specific needs/requirements for the event space requested.  Following this meeting, the appropriate coordinator will send the applicant an estimate of charges for the upcoming event.

The applicant will need to respond, within 24 hours of the date of the estimate, acknowledging approval of the estimated charges OR making changes in the request that would meet the budgeted funds.  Upon receipt of approval of the estimated charges from the applicant, the coordinator will make the event confirmed in the R25 Scheduling System.  At this time the applicant will receive an email confirmation noting that the event has been confirmed.

From this point forward, the coordinator will manage the event specifics with the applicant:  set-up times, set-up needed (tables, chairs, pipe, and drape, etc.) , special staffing needs (event staff, elevator operators, etc.).  This working relationship will continue through the event and the billing process.  

EXTERNAL CLIENTS
The external client will fill out an Application for Use of Facilities and turn in to the Murphy Center Complex Event Services Office via mail, email, or fax.
All applicants will be contacted via email or phone regarding the space availability within three business days to the note that the form was received and is initially approved.  This initial approved will result in a tentative booking of the event.  Following this, the applicant and the coordinator will work together to have a definite booking set within 24 hours.  If an agreement, regarding specifics of the event, is not confirmed within this time period, the space being tentatively held will be released.  The process will need to be re-started.  This policy is to ensure that the Murphy Center Complex’s spaces are being appropriately requested, scheduled, and utilized.  
The applicant will be contacted by the appropriate coordinator in regards to setting up a meeting, either in person via or via phone, to discuss the specific needs/requirements for the event space requested.  Following this meeting, the appropriate coordinator will send the applicant an estimate of charges for the upcoming event.

The applicant will need to respond, within 48 hours of the date of the estimate, acknowledging approval of the estimated charges OR making changes in the request that would meet the budgeted funds.  Upon receipt of approval of the estimated charges from the applicant, the coordinator will make the event confirmed in the R25 Scheduling System.  At this time the applicant will receive an email confirmation noting that the event has been confirmed.  

All Applications for Facilities Use filled out by a high school must have an approval signature from the principal, athletic director, or band booster president (if applicable).

Contracts & Certificate of Insurance (Required for all External Clients)
Once the event has been confirmed, a contract will be generated between the client and the University regarding the use of the space for the event.  A certificate of insurance is required for all external customers, and must be turned into the Murphy Center Complex Event Services Office before the client and event can load in the building.
From this point forward, the coordinator will manage the event specifics with the applicant:  set-up times, set-up needed (tables, chairs, pipe, and drape, etc.), special staff needs (event staff, elevator operators, etc).  This working relationship will continue through the event and billing process.

Hold Dates

Clients may put a minimum of 5 dates on hold at one time.  The maximum time for hold dates is 7 business days.  On the last day, Murphy Center Complex will contact the client to check the status of the date and event.  If any of the dates will work for the client, we will immediately request an Application for Use of Facilities and proceed with booking the event.  If none of the dates will work for the client, we immediately take those dates from the hold status.  

Cancellation of Events

Any event or service that is canceled at the clients request must be submitted in writing via memo or email to the Event Coordinator of the specific event no later than 48 hours prior to the event.  

If the event is canceled in less than 48 hours before the scheduled event time, the client will be responsible for payment of all costs incurred by Murphy Center Complex, such as, but not limited to, set-up, tear down, tables, chairs, technical, and custodial.  All or some of these services would have been done in less than 48 hours before the scheduled event.
VIDEO BOARD POLICY (FOR INTERNAL & EXTERNAL CLIENTS)

Video boards, located in Floyd Stadium and Murphy Center, are available for use by activities.  Requirements for use are listed below:
· A rental fee of $500 per day will apply

· A video camera rental fee of $250 per camera per day will apply

· Operation of the video board(s) must be coordinated through the MTSU contracted service provider, See Sports Media

· The cost for operation of the video board(s) should be negotiated directly with the service provided and is the sole responsibility of the User.

· Requests to waive any of the aforementioned fees or policies must be submitted in writing to the Director of Murphy Center Complex.
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