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Agenda

• Our Responsibilities

• Planning Resources Overview

• Events Website

• Teams Resource Group

• EMS – Room Scheduling & 
Resource Requests

• Event Support Contacts

• Determining Event Costs

• Event-Related Policies

• Questions
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Resources

cuanschutz.edu/events/plan-an-event/

https://www.cuanschutz.edu/events/plan-an-event/
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Event Planning Resources

• Large venue capacity chart

• Floor plans

• Planning checklists

• Complex

• “Standard”

• Meetings
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Campus Event Organizers Meetings

• Teams Site with library of resources

• Venue tours (on & off campus)

• Tasting events

• Regular Meetings (Zoom)

• EMS How-To 

• Support Service Featured Trainings

• Policy Review

• Campus Updates

• All sessions are recorded

Join Us!



Educational Toolbox Series

schedule.ucdenver.edu/EmsWebApp

EMS – Reservation System & Resource Requests

https://schedule.ucdenver.edu/EmsWebApp/
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What’s included in the room/what does it look like?
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EMS – Reservation System & Resource Requests

schedule.ucdenver.edu/EmsWebApp

https://schedule.ucdenver.edu/EmsWebApp/


Educational Toolbox Series

Who do I call?

Using the EMS Web App

OIT-SchedulingServices@cuanschutz.edu  

Events and Large Venue Spaces- Events@cuanschutz.edu 

Facilities Services
Housekeeping, Parking, Furniture Setup, Traffic, Police, Electronic Access

 Dispatch@cuanschutz.edu; 303-724-1777  

 EventSetup@cuanschutz.edu - Setup

 CUParking@cuanschutz.edu - Parking

 Security.Badging.Office@ucdenver.edu - Access

 303-724-4444 - CU Police Non-Emergency

AV Classroom & Event Support
AV equipment/support, Videoconferences, Webinars

 AVEvents@cuanschutz.edu; 303-724-4357 

mailto:OIT-SchedulingServices@cuanschutz.edu
mailto:Events@cuanschutz.edu
mailto:Dispatch@cuanschutz.edu
mailto:EventSetup@cuanschutz.edu
mailto:CUParking@cuanschutz.edu
mailto:Security.Badging.Office@ucdenver.edu
mailto:AVEvents@cuanschutz.edu
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Reservation Summary
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Reservation Summary
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How Much Will My Event Cost?

• Event Services Charges – Anything outside of 6am-6pm M-F

• Campus Event Support Services – As requested

• Audio-visual, webinars, setup, parking, police, housekeeping

• Catering – Variable depending on your activity
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Event-Related Policies

• External Entities

• Minors on Campus & Child 

Protection Policy

• Alcohol Policy

• Flier Posting Guidelines

• Access Control

• Food Trucks 

• Photography, Filming & Drones

• Patios, Balconies, Decks

• Animals on Campus

• Fire & Safety – Candle Use, Grills

• Tents & Tent-Type Structures

• Scheduling Timelines & Facilities 

Use

• Political/Media Presence
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Facilities Use by External Entities
Campus Administrative Policy 3036A

• Use of university facilities by external associations, societies, and 

organizations is extremely limited, regardless of relationship with entity

• Rare exceptions- Compelling reason why it must take place on campus

•  Application process in place for internal co-sponsors

• If approved, Facilities Use contract and certificate of insurance required

• Room rental and service fees apply

• Internal co-sponsor must be on site for full duration of event

• Off-campus venues should be utilized – campus tours can be conducted

https://www.ucdenver.edu/docs/librariesprovider284/default-document-library/3000-general-admission/3036a-facilities-use-by-external-entities.pdf?sfvrsn=801075b4_1
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Facilities Use by External Entities
Campus Administrative Policy 3036A

• What is external?

• Who is the host? Who initiated the request?

• Previous locations event has been held?

• Who are the partners/sponsors?

• Registration & Payment Method

• Promotion

• Attendees

• Unsure? – Email us at events@cuanschutz.edu. We’re happy to help!

https://www.ucdenver.edu/docs/librariesprovider284/default-document-library/3000-general-admission/3036a-facilities-use-by-external-entities.pdf?sfvrsn=801075b4_1
mailto:events@cuanschutz.edu
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Minors on Campus & Child Protection Policy
3001

• Do’s & Don’ts – Appendix A

• Background Checks

• Sponsoring unit- Complete Appendix B – Notice of Program with 

Participation of Children
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Events with Alcohol
Campus Administrative Policy 3050

• Private event – invitation only, list of guests at check-in, event cannot be 

advertised as open to the public, no charge for alcohol to guests 

• Defined private event boundary – uninvited folks can’t walk through your 

event area

• Method to control consumption – tickets, wristbands, etc.

• TIPS Certified Bartenders

• Event with Alcohol Authorization Form – If university funds are being used 

for any portion of the event

https://www.ucdenver.edu/docs/librariesprovider284/default-document-library/3000-general-admission/3050---alcohol-service.pdf?sfvrsn=a99f3ba_2
https://ucdenver.co1.qualtrics.com/jfe/form/SV_0dLnVjhHByHTDcW
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Questions?
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