Pratt School of Engineering
Space Reservation Policy and Procedures

The Pratt School of Engineeing is committedto the use and mainterance of Schiciano Auditorium, Pre-
function and/or Atrium which will contribute to a comfortable and conducive educaiona and work
experience. The auditorium Prefunction and/or Atrium islocatedon the first floor of the Fitzpatrick
Cernter south locatedat 101 Science Drive, Durham, NC.

The demard for the use of the auditorium, pre-function and/or atrium necessitatesthe adoption of a
schedule for the facility overthe course of the calendar year. Priority will be assignedto departmerts ard
programsnormally involvedin the use of thes facilitieson a daily bags within the Pratt School of
Engineering, followedby Universty Administration, Duke Univerdty Hospital Administration and other
Sclools and Programswithin Duke Universty.

The facilitieswill also be made availabd e to those organizaions on arental bass for purposesthat are
compatible with, or erhance the mission of the Prat School of Engineering and the Universty. All users
will comply with the rulesand regulations outlinedin this documert.

1.0 Policy Statement

The purpose of this policy isto provide guidelinesfor making agreemerts for the use of Schiciano
Auditorium, Pre-function and/or Atrium spaceaswell asto ersure proper use of the areaand to
encourage a smooth reservation system. Event reservations must be mace through the Associate
Deanof Finance and Operations offi ce atthe Pratt School of Engineering in coordination with the
DeanG Offi ce.

Evert sponsors must be members of the Prat School of Engineering, Duke Universty or Duke
Univerdty Hospital System community and will maintain regonsibility for the acions of all
perons using Schiciano Auditorium aspartof their event. Non-Univerdty everts, sponsoredby a
member of the campus community, may be hosted at the discreion of the Deanof Engineering or
DearOslesgnee.

1.1  Schiciano Auditorium Space Priority:

Priority 1

Prat School of Engineering educational or programmaitc needs or offi cial Universty functions
requiredby the Presdent or Provost of the Univerdty and or the Chancellor for Health Affairs;

Priority II
Duke Universty or Duke Health System educatonal or programmatic needks;
Priority IIT
Non-Univerdty activitiessponsored by a University School or Administrative unit.
1.2 Pratt School of Engineering’s Right to Refuse or Cancel Bookings
The Deanof the Pratt School of Engineering or DearOslesggneereservesthe right to deny
ary ard all privilegesor carcel any booking that conflicts with the prioritiesegaldishedin

paragaph 1.1 of this Pdicy, or wherg in the opinion of the Pratt School of Engineering or
Univerdty Administration, the booking conflicts with the mission and/or policies the
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function is not suitalle for the requeged space or the proposed everts may be unlawful,
present arisk to public safety or persons using the facility, or be contrary to public policy.
Such bookings will be cancelled, subject to the return of the deposit. Usersof the space are
requiredto state the purpose of the rental, outline the subjectmatter of the evert, and
include asdetail informaion of the evert.

Refusals and carcellations arefinal. Whereabooking is carcelled, any deposit that has
beenpaid will be refunded Pdiciesand procedureswill be monitoredon aregular bads
arnd/or updated based upon operational experiences

2.0 Facility Use

For the purpose of this facility, the following definitions apply:

2.1

2.2

2.3

Pratt Event

Any event sponsored by the Prat Sclool of Engineering intendedfor use by members of
the campus community. These everts will involve participation by the host departmert or
programand should contribute to the departmert of programOsission.

University Event

Any evert sponsored by the Univerdty departmerts or organzatons or the Duke Medical
Cernterinterdedfor use by memters of the campus community. Thes everts will involve
participation by the host departmert and should contribute to the departmertOgnission.

Non-University Event

Any evert that doesnot have a majority of Duke University membersin attendance. This
evert must be sponsored by a Duke Univerdty department. The scheduling of non-
university events is at the discretion of the Dean of the Pratt School of Engineering or
Dean’s designee.

3.0 Auditorium Description

Thisisthe buildings execuive multipurpose certer.

31

I The auwditorium canaccommodatesup to 206 pegple auditorium style, using existing
furniture; the auditorium canbe sectioned off into 2 areas side A (room 1464; can
accanmadate 103 peaple) or side B (room 1466; canaccommodate 103 peple)

I Food and drink areprohibited in this auditorium with the exception of water for
preserters

Equipment Available

I Computer

! DVD

I VCR

I Prgecbor

I Documert Camera
I Smat Board

I Videorecading of evert

I All seats, including auditorium have power outlets and gigahit networking availabe.
I Duke Wireless (regstration required) is also availabe.
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4.0 Requesting Reservations and Contact Information

Resrvations areaccepted up to six monthsin advance of the date requeged, some excegtions will
be macde for Prat everts (with approval of the Deanor desgnee)e.g. graduation.

Only reservations for confirmedevents will be placedon the calerdar. Dateswill not be put on
hold status on the calerdar for any departmert unless instructedat the discretion of the Deanor
DeanOsledgnee.

To secue aresrvation, pleae submit a Reservation Requed Form to the SpaceReservation
Coordinator at hitp://www.pratt.dukeedu/freserve/. All requegs must be completedin full and
include a cost certerfund code or deposit. (seeSection 5.0 on Reservation Feeg. Quegions about
availahility or use of the facilitiescanbe answered by Pratt Sctool of Engineering Space
Reservation Coordinator at /brought@duke.edu or (919) 660-5347. Formal confirmation ard
contractwill be providedvia email within one weekof submission.

All reservations are hardled on afirst-come, first-served bads. Confirmedreservations will not be
carcelledto accommodate another departmentOsequed for the same date. No sponsor may
transfer its reservation to another orgarizaion or departmert without prior auhorization, nor use
the space for any other purpose than what wasoriginally approved In order to facilitate the
plaming of events asefficiertly aspossible, all reservation requeds should be made asearly as
possible.

Carcellations of room reservations are handled by contacing the SpaceReservation Coordinator at
Ibrought@duke.edu or (919) 660-5347. Failureto notify the Associate Deanof Finance ard
Operations offi ce of anevent cancellation may reault in the loss of future reservation privileges
The evert sponsor is also regponsible for cancellation of any other servicesrendered i.e. catring,
instructional techology, facility mamagemen services secuity, etc.

If needed a pre-production meeing should be scheduled with Director, Pratt Facility and/or Duke
Technical Senices (919) 660-1732 or http://auxweb.auxserv.duke edu/technical atleag 5 days
prior to the scheduled evert.

5.0 Reservation Fees

No reservation feeswill be chargedfor Pratt School of Engineering Everts. All otherevents will
adchereto the following reservation fee schedule. Separate room feeswill be appliedfor normalin
session hours and non-session hours:

51 Normal Session Hours
Definedaswhenthe Univerdty isin session betweenthe hours of 8:00amand 5:00pm.

I Minimum 4 hour fee of $400 includesertire awditorium, (one side of the
auditorium will recuire afee of $200). Full day charge of $800 includesertire
auditorium (one side of the auditorium will require afee of $400).

I Atrium feeis $400 for a minimum of four hours.

I Up-front 50% non-refundabl e deposit appliedto the appropriate cost certerfund
code or cas deposit will be requiredto confirm reservation.
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5.2

53

Non-Session Hours

Definedasafter 5:00 pm during normal sessions, holiday/student breals, weekends ard
summes.

I Additional feesmay be incurred during non-session hours, therefore, the rental
feearnd appropriate chargeswill be determinedviaanestimate. The prospectve
client will sign the estimate |letter and submit a 50% non-refundable deposit to be
appliedto the appropriate cost certerfund code or cash deposit. At the
completion of the evert, actual cost incurredwill be chargedto the appropriate
cost certerfund code.

Non-University Events
Provide a check for 50% of the total amaunt due when making the reservation and the
remainder of the fee due five days prior to evert. Chedks should be made out to Prat

Sclool of Engineering B Duke Universty.

Note: The above fees do not include any additional services for AV, catering,
and/or housekeeping.

6.0 Room Reservation Agreements

Eachreservation must review and achere to the following termsand conditions.

6.1

6.2

6.3

6.4

Copy rights and trademarks

The Useris solely regponsible for obtaining all licerseswith the regardto the use of
copyrightedmusic, dramatc or other works in the roomsor facilitiesand the User shall
immedately pay whendue ary ard all royalties feesand costs arising from the use of
such works and from the use of any paterted, trademarked, or franchisedarticles
devices or processesin or on the roomsor facilities

University Trademarks

The Use of all University trademarks, trade names logos, desgns, symbols and service
marks belonging to the Universty isthe regonsibility of the User to obtain in advarnce
from the Universty.

Advertising

Non-Univerdty Users must not imply anassociation with the Universty exceg for the
purpose of describing the locaion of the evert.

Cancellation of Booking by User

A booking may only be carcelled by giving noticein writing to the Space Reservation
Coordinator and the User remains liab e for the deposit. Where notice of carcellationis
not receved until less than48 hours before the evert, Pratt School of Engineering is
ertitledto paymert of the full rental charge.
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6.5 Additional Services
Extra servicesare availabe to Users asfollows:
6.5.1 Access and Security

The auditorium is located on thefirst fl oor of the Fitzpatrick Certer south locaed
at101 Sciernce Drive, Durham, NC. The auditoriumis locked whennot in use
eventhough the building may be open To gain access prior to the evert a
scheduled appointmert must be arranged with the Associate Deanof Facilities
(919) 660-5317.

' Normal Hours Security: The Associate Deanof Facilitieswill ersure the
doors of the auditorium are unlocked during scheduled everts.

6.5.2 Clean up

It isthe regonsibility of the hosting organization to seethatthe facilitiesare
returnedto their original state after the evert and that all trash is properly
disposed Food and drinks are prohibited in the auditorium. Violation of this
policy could lead to future denial of rental space.

I Arrarngemerts for immedate cleanup after prior approvedevertsinvolving
food ard beverage must be mace with FacilitiesManagemert Servicesat
660-4265 or FCIEMAS Housekeeping at 668-6779. The Hosting
Organizaion isregonsible for all FMS chargesin conjunction with cleanup.
Should cleanup occur outside of the normal operating hours, for FMS, an
overtimekurcharge may be incurredand will be charged asanadditional
expenrse.

I Failureto have all areasclearedand catering equipmert removed
immedately after the evert mayreault in the denial of future requeststo use
thisfacility. Expense associatedwill be chargeddirectly to the applicalde
cost certerfund code.

6.5.3 Catering Services

Catering canbe arranged through Univerdty Catering at 660-3904 or through
other outside preferredcatering services

| Catering servicesmust be approved by the auditorium consultant or DearOs
desgneeprior to the evert. Food and beveragesmay only be servedin the
prefunction areaimmedately outside the auditorium.

I All food and drink are prohibited inside the auditorium without exception.

I Itistheregonsibility of the evert sponsor to seethatthe areais returnedto
its original state after the evert and that all trash hasbeenbaggedand is
easly acessible for daily removal.

6.5.4 Auditorium equipment
Schiciano Auditorium is equippedwith state of the art equipmert.

I If not familiar with the audio visual equipmert, it is the reponsibility of the
hosting organizaton to arrarge for badc training with the Pratt I T Services
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(919-660-5400 or support@pratt.duke.edu) no less thanthreedays prior to
the evert.

I If anevert requiresatechnicianpreen, instructional Techology charges
arethe regonsibility of the hosting organizaion. Duke Techical Services
(919) 660-1732 or http://auxweb.auxserv.duke.edu/technical

I Itistheregonsibility of the hosting organizaion using the standard
auditorium equipmert to completely shutdown the system, screers,
projectons, and microphonesupon conclusion of the evert.

6.5.5 Liability

Event sponsors areregponsible for ensuring that the facilitiesof Schiciano
Auditorium arenot damaged during the course of the evert. After events, this
auditorium will be monitoredto ersure clearliness and adhererce to the policy
and proceduresdefinedin this publicaton.

I The associated auditorium space is used at the sponsors own risk.

I The Pratt School of Engineeing or Univerdty is not responsible for damage
to or loss of personal effects or equipmert, nor injury to Useror ary persons
in atendance atarny evert orgarizedby non-Univerdty users

' Any damage to equipmert or property asaresult of the User/s will be the
sole regoonsibility of the evert sponsor and chargeddirecty to the cost
certerfund code.

6.5.6 Smoking and Alcohol Policy

I Smdking is not permittedanywherein the building.

' All univerdty policiesregardng the use of alcohol and social host
regponsibility apply. In accordance with this, alcohol will only be pemitted
for approvedsocial everts and acknowledged by the auwditorium coordinator
prior to the evert. Any individual hosting an event wherealcohol is servedis
assuming considerable risk and may only do so asan approved social host.
Prior approval must be received from the auditorium coordinator after proper
universty documertation is providedto the auditorium coordinator.

I Any additional coordination and/or security costswill be the regonsibility of
the evert host.

' In all caeswhere alcohol is available at asocial evert, the host of the evert
must ensure that all alcohol use islegal ard regponsible. Alcohol for
purchase (cas bar) is prohibited

I An approvedsocial host wishing to have alcohol servedto guegs may do so
only through acatrer. Under no circumstanceswill individuals be allowed
to directy provide or serve alcohol.

I All security costs and bartending costs are the regponsibility of the hosting
organizaton. Security canbe arrangedthrough the Campus Secuity Office
at684-4115.

6.5.7 Parking

I Parking arrangemerts arethe regponsibility of the event sponsor. Gued
paking canbe arranged through Campus Parkng Senicesat 684-7275.

I For catering parking needs please contactthe Space Reservation Coordinator
at lbrought@duke.edu or (919) 660-5347.

Crhiniana Anditaviimma Cnana D andal NAliacg PAdicad: hona 11 2NN7



