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I NTRODUCTI ON 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Greet ings from  the Student  Program m ing Office! 
 
 

W e applaud your program m ing init ia t ive!  By your act ions, you are 
enhancing the quality- of- life  for  students here at  of URI . 

 
This handbook has been designed as a resource to help you develop your 
program  from  “concept  to com plet ion”.  For exam ple, you w ill find event  

checklists, venue list ings, and an academ ic calendar that  w ill help 
determ ine the best  possible dates for  your program . Although the 

inform at ion presented in this guide is accurate as of this print ing, it  is 
im portant  to rem em ber event - related policies &  procedures are alw ays 

under review  and therefore are subject  to change. I f you have any 
quest ions, please stop by our office, give us a call or   

visit  our w eb site at  w w w .m u.uri.edu 
 

 
 
 

Best  W ishes! 
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W ho’s W ho at  URI  for  Event  Planning 
 

General Assistance  

Student  Program m ing Office 
Mem orial Union, Room  206 

Telephone:  874-5280 
Em ail:  spo@etal.ur i.edu 

 
Event  Regist rat ion  

( for any URI  social event  with an expected at tendance of 50 guests or over)  

Sheri Davis 
Market ing & Scheduling Coordinator 

T:  874-2214 
F:  874-9014 

E:  sdavis@uri.edu 
E:  reserve@etal.ur i.edu 

 

Venue Reservat ions 

 

Mem orial Union, Edw ards, Classroom s Mult icultural Center 
Sheri Davis                               Mailee Kue
Market ing & Scheduling Coordinator  Mult icultural Student  Services 
T:  874-2214      Assistant  Director 
F:  874-9014      T:  874-5829 
E:  sdavis@uri.edu     www.uri.edu/ m cc 
E:  reserve@etal.ur i.edu 
www.m u.uri.edu 
 
Athlet ics Facilit ies     Quad &  Other Outdoor Sites  
Jodi Hawkins      Dave Bascom     
Facilit y Coordinator     Asst . Dir. Landscape & Grounds  
T:  874-2141              T:  874-5515     
E:  jhawk@uri.edu                          E:  b’snest@uri.edu  
   

 Enterta inm ent  &  Contracts 
 

Michael Nolfe
Student  I nvolvem ent  Coordinator 

T:  874-2726 
E:  m nolfe@uri.edu  

 
Finances  

(Student  Senate Organizat ions ONLY)  

Lorr ie Olsen
Senate Accountant  

T:  874-5237 
E:  lorr ieo@uri.edu  
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Program  Advising 

 
The Student  Program m ing Office’s peer advisors, 

 as well as its staff m em bers listed below, 
 are here to assist  you with your event  planning needs. 

 
 
 

Sheri Davis
Market ing & Scheduling Coordinator 

T:  874-2214 
E:  sdavis@uri.edu 

E:  reserve@etal.ur i.edu 
 
 

Megan Haberm ann  
SPO Advisor 
T:  874-2220 

E:  m egan31882@m ail.ur i.edu 
 
 

Brad I r ish   
Building Services Coordinator 

T:  874-5290 
E:  bir ish@uri.edu 

 
 

Michael Nolfe 
Major Events Coordinator 

T:  874-5240 
E:  m nolfe@uri.edu 

 
 

Steve Sim o 
Greek Affairs 
T:  874-2883 

E:  stephenjsim o@uri.edu 
 
 

Robert  Vincent  
Student  Leadership Coordinator 

T:  874-9013 
E:  rvincent@uri.edu 
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PROGRAMMI NG GUI DE  

 
Event  Co- Sponsorship 

 
Co-sponsorship allows two or m ore organizat ion to collaborate towards the shared 

goal of producing a specific event . I n addit ion to com bining resources such as 
finances and volunteers, such efforts often result  in 

 greater event  awareness and at tendance. 
  
 
 
 
 

Step- By- Step Sum m ary 
 
1. Pick up a Co- Sponsorship Request  form  in the Senate office. There are several co-sponsorship 
opt ions, so pick the one that  is r ight  for you!  
 
2. I f your request  for co-sponsorship is $500 or less AND  is with a Senate-Recognized Organizat ion, 
fill out  the form  and m ake an appointm ent  to meet  with the Finance Chair. ONLY THE FI NANCE 
CHAI RPERSON MUST SI GN THI S FORM.  
 
3. I f your request  for co-sponsorship is m ore than $500 AND  is with a Senate-Recognized 
Organizat ion, sign up to at tend the next  Finance Meet ing.  Leave the form  in the COMPLETED 
FI NANCI AL REQUEST BOX on the Student  Senate coordinator’s desk and go to the m eet ing.   
 
4. I f your request  for co-sponsorship with a Non-Senate Recognized Organizat ion, you m ust  apply at  
least  one month prior to the date of the event . Co-sponsorships will not  be accepted after the one-
m onth date. You m ust  also sign up to at tend the next  Finance Meet ing, and if it  is passed in 
commit tee, you must  sign up for the appropriate Senate Meet ing. I f co-sponsorship is approved, a 
PAYMENT ORDER m ust  be com pleted and submit ted to the Senate Account ing office for services or 
items ( i.e DJ cont ract , a store invoice, etc.) . The account ing office will then cut  you a check. 
 

 
 
 
I MPORTANT: 
You can only co- sponsor out  of the co- sponsorship line in your budget , or  from  a 9 0 0  
account . Co- sponsorships w ill not  be approved if the Finance Chairperson receives the 
request  after  the event  in quest ion has occurred. To avoid confusion, organizat ions co-
sponsoring events are encouraged to PAY ALL BI LLS FROM ONE ORGANI ZATI ON’S 
BUDGET.  Money can then be t ransferred to this organizat ion, and if profits are m ade, the 
m oney can be split  evenly and deposited into BOTH accounts after  a ll expenses are paid.     
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Program m ing Tim eline 
 

 

 

Suggested Steps 
 
Step I   
(Depending on the Program )  
 Develop the idea – Brainstorm  
8 weeks in advance 
 

• Explore your ideas and resources ( financial and otherwise)  with the SPO office. 
• Discover what  URI  students want  (surveys are useful) . 

• Determ ine a possible date, t ime, place, and theme. 
• Consider co- sponsorships with other organizat ions. 
• Form  a com m it tee designat ing coordinators for programming, publicit y, and operat ions. 

 
 
Step I I  
Start  planning 
6 weeks in advance 
 

• Contact  an agent  for possible acts and then determ ine the dates of availabilit y, pr ice, and 
other details (always t ry to negot iate) . 

• Place a tentat ive hold on the act . 
• Book the appropriate event  space, including dressing rooms. 
• Review the cont ract  with an SPO advisor and then confirm  the act .  
• Prepare purchase requisit ions for necessary expenses ( t ravel, lodging, meals, venue fees, 

technical product ions, t ickets, etc.) . 
• Reserve advert ising opt ions ( for example, Union banner locat ions and poster easels) . 
• Order AV needs ( if necessary) . 
• Order food ( if necessary) . 
• Order t ickets and place t ickets on sale at  the Box Office. 
• Check with Scheduling Office on num ber of police and fire details needed ( if necessary) . 
• Prepare payment  orders for performance fee. 

 
 
Step I I I  
Develop a m arket ing act ion plan 
6 weeks in advance  

 
• Create and order promot ional materials ( i.e. banners, posters, table tents, flyers, cigar ads, 

local news and radio ads, URI  web site calendar of events, novelty item s, etc.)  
• Subm it  your ad to The Good 5c Cigar. 
• Submit  publicity for the monthly SPO calendar by the 22nd of the previous month. 
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Step I V 
I m plem ent  m arket ing act ion plan (opt ions below)  
4 weeks in advance 

• Dist r ibute flyers throughout  cam pus. 
• Post  banners in the Union. 
• Display posters in the Union 
• Stuff mailboxes. 
• Post  table tents in dining halls.  
• Post  event  on URI  web site. 
• Submit  publicity to the local news and radio stat ions. 

• Send out  let ters to student  organizat ions. 
• I f the event  is academically related, contact  academ ic departments. 

 
 
 
Step V 
Last  m inute details 
1 week in advance 

• Send not ice to all student  e-mails if possible. 
• Confirm  event  venue details. 
• Prepare cash box. 
• Confirm  all aspects of the event  with members of the organizat ion and the advisor (delegate 

perform ance night  responsibilit ies like ushering, collect ing t ickets, etc.) . 

• Follow-up with agent  for any last  m inute informat ion. 
• Confirm  payment  check with the Senate Accounts Clerk (Lorr ie Olsen) . 

 
 
 
Step VI   
Event  Day 

• Set  up decorat ions, etc. 
• Meet / pick up perform er(s) . 
• Pick up cashbox, t ickets, and signs. 
• Prepare hospitality room set  up. 
• Have student  volunteers stat ioned in their work areas. 

• Have fun!  
• Have audience fill out  event  evaluat ions. 
• Tear down and clean up. 

 
 
Step VI I  
Event  Evaluat ion -  Within 1 week of end of event   

• Remove publicity. 
• Subm it  receipts to the t reasurer of the organizat ion. 
• Discuss event  evaluat ion at  weekly organizat ion meet ing. 

• Send any necessary thank you notes and messages to the people involved as well as the 
agent . 

• Collect  art icles and advert isement  for resource files. 
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Event  Checklist  

Today’s Date:  ____________________________                                  
 
Event  Date:   _____________________________                 Student  Programm ing Office 

                     Memorial Union, Room 206 
Event  Goal:  ______________________________                                                    Phone:    401-874-5280  
                                                                     Fax:       401-874-9104 
                                                                                                                                E-Mail:  spo@etal.ur i.edu 
Organizat ion:  ____________________________     
Contact  Nam e:  ___________________________     
Phone Number |  Email:  ____________________   
 
         

 
Event  Task Tim eline 

 
Date 
Com pleted  
 

URI  Contact  Org.  
Facilitator  

Notes 

Event  Regist rat ion 
(Events over 50 guests)  
 

8 weeks  
 

Sheri Davis  
Scheduling Coord. 
4-2214 -sdavis@uri.edu 

  

Facility Reserved 
 
Facility________ 
Reservat ion # ____ 
Expected At tendance _____ 
 
 
 
Rain Date:  _________ 
 
Locat ion:  _________ 
 
Reservat ion # _________ 

8 weeks  MU |  Classroom s   
Sheri Davis |  2-2214  
reserve@etal.ur i.edu 
 
Quad & Outdoor Sites 
Dave Bascom | 4-5515 |  
b’snest@uri.edu 
 
Mult icultural Center 
4-2851 |  
room res@etal.ur i.edu 
www.ur i.edu/ m cc 
  
Athlet ic Facilit ies 
Jodi Hawkins |  4-2141 |  
j hawk@uri.edu 
 

  

Discuss Event  w ith SPO 
Establish Budget  & Plan 
 
Event  Budget  
 
Entertainment   
Agent  Fee  
Lodging   
Travel   
Event  Manager (MU)   
Food   
Sound/ Lights  
Publicity    
Set  – Up   
Cleaning   
Secur ity   
Fire   
Other 
  
Total Expenses ____________ 
 
 
 

8 weeks  SPO Office 
 
 

  

Enterta inm ent   
Cont ract  Negot iated & Subm it ted 
 

7 weeks  Michael Nolfe -  4-5240   
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Designate I ndividuals to be in 
charge of certain tasks such as 
Decorat ions/ Publicity:  posters, 
flyers, t ickets, web site, etc… 

7 weeks 

Execute Paym ents 
Check Requisit ion- for Fully             
Executed Cont ract  
 
Payment  Orders-  Secur ity/ Fire 
 
Purchase Requisit ions-  Misc. I tems 
 
              Purchase Req. # ’s:  
              ______________ 
              ______________ 
              ______________ 
 
              I tem s Purchased:  
              ______________ 
              ______________ 
              ______________ 
 

5 weeks  Lorr ie Olson |  Accounts 
4-5237 

  

Facility Details Confirm ed 
             Room  Set -  Up 
             Tables/ Chairs 
             Custodial 
             Event  Manager 
             Police/ Fire 

4 weeks  Sheri Davis | Scheduling  
4-2214 | sdavis@uri.edu 
reserve@etal.ur i.edu 

  

Audio- Visual 
              Sound  
              Lights 
              Stage 
              Elect r ician 
 

4 weeks  Sheri Davis |  Scheduling  
4-2214  |  sdavis@uri.edu 
reserve@etal.ur i.edu 
 
Extensive Arrangements 
Tech Pro |  4-2034 
techpro@etal.ur i.edu  

  

Perform er Arrangem ents 
             Hotel__________ 
             Hotel Res # _____ 
             Meals 
             Transportat ion 

4 weeks     

Cater ing   4 weeks  Kathy Murray -4-4331   

Advert ising Blitz 
4-  Dist r ibute Posters 
4-  SPO Calendar 
4-  URI  Web Calendar 
3-  Subm it  Cigar Ad 
3-  Radio /  TV/  Print  
3-  URI  Kiosk 
2/ 1-Flyers/  Banners 
1-Prom ot ional Booth/  
1-Novelt ies, Gimm icks 

 

4 weeks 
3 weeks 
2 weeks 
1 week 

    

List  of w orker assignm ents 1 week     

Checks Picked- Up/ Sent  
Cask Box Ordered 

1 week  Lorr ie Olson |  Accounts 
4-5237 

  

Confirm  Perform er/ Arr iva l 2 days     

Don’t  Panic ~  Enjoy Day Off     

Thank You Notes Day after 
Event  

    

Evaluat ion Day after 
event  
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VENUES 
 

Base your choice of venue upon your est im ated audience at tendance. 
 For exam ple, reserving a large room  for a sm aller program  can 

 give the im pression that  the event  is not  well at tended. 
For outdoor events, always plan a rain date and/ or locat ion.   

 
 

Mem orial Union  

 

 
 
 

Union Hours of Operat ion: 
 Monday -  Fr iday         7: 30am  -  12: 00am   
 Saturday & Sunday     9: 00am  -  12: 00am   

 
I ntersession Hours 

Weekdays 7: 30am  -  5: 00pm  
Closed Weekends 

 
 Union I nform at ion Desk  

T:  401-  874-2056 
 

To Reserve Contact :    
 Scheduling Office 

Sheri Davis 
T:  874-2214 

E:  reserve@etal.ur i.edu 
www.m u.uri.edu 

 
Reservat ion Policy 
Any Student  Senate and University Recognized Organizat ion may reserve Union meet ing rooms.  
Booths 1-  5 ( located on the second floor)  are reserved for Student  Senate and University Recognized 
Organizat ions (only) . Vendor Booths C & D ( located on the first  floor)  are reserved for specialty 
retailers. Booths may be reserved for 3 days in any one-week or once a week for a three-week 
period. 
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Audio- Visual/ Food Service 
For your convenience, the Mem orial Union is equipped with Digital Projectors, TV’s, VCR’s, DVD’s, 
Portable Sound System s, Microphones, Overhead Projectors, White Boards, Flipcharts, Easels, Data 
Ports and Phone Lines. For events with m ore extensive technical needs our student  Technical 
Product ion staff at  874-2034 will be happy to assist  for a nom inal fee. Food service for all events can 
be provided by URI  Dining Services at  874-4331. 
 

Student  Social Events Over 5 0  
Any student  social event  with at tendance over 50 guests, whether open to the public or pr ivate, 
MUST BE REGI STERED  with the Event  Scheduling Office of the Mem orial Union. Student  social 
events with more than 100 individuals may require an event  manager, security and fire safety. 
 

Decorat ions  
All decorat ions for use in and/ or on the Memorial Union must  be flame proof.  No thumbtacks, staples, 
or tape (except  for blue painter’s tape) , may be used on painted or varnished surfaces.  All decorat ions 
and materials must  be removed by the sponsoring organizat ion immediately after the event  unless 
other arrangements have been made;  this includes picking up all t rash, garbage, bot t les and cans 
generated from the event  and placing them in the appropriate containers.  

 
Cancellat ion Policy  
I n order to m eet  the needs of our com m unity, we kindly request  that  cancellat ions be subm it ted in 
writ ing 48 HOURS in advance of the reserved start  t ime. Failure to cancel a reservat ion may result  in 
loss of room/ booth privileges and the organizat ion m ay be charged for the costs incurred by the 
event ’s preparat ion. Events/ Promot ions with zero at tendance after 1 hour will be considered a 
cancellat ion and the Union reserves the r ight  to release the space. 
 

Pre- Scheduling  

Union Facilit ies may be pre–scheduled on or after April 1 st for  the fa ll sem ester and October 1 st  
for  the spring sem ester. 
 

Bands  
Bands can only book room s to pract ice for the following days:  Friday after 5: 00pm, Saturday 
anyt im e and Sunday before 5: 00pm . They can only schedule these rooms Thursday or Friday for the 
upcom ing weekend and 50%  or more of the members should be URI  students. All exist ing setups 
are not  to be disturbed. Only the Atr ium s and the Ballroom  can be booked. 

 
Meet ing and Conference Room s 

No classes or labs for academ ic credit  may be held in the Memorial Union.  Meet ings in the Memorial 
Union should adjourn no later than 15 m inutes before closing hours unless prior approval to remain 
longer has been obtained from  the Director of the Memorial Union/ Student  I nvolvement  & Center for 
Student  Leadership Developm ent  or his/ her designee.  A meet ing room  m ay be scheduled by a 
m em ber of an organizat ion to cover their needs on a weekly basis.  Newly organized groups not  
recognized by the University may schedule meet ing rooms up to (1)  month while recognit ion is 
pending. Organizat ions using areas are responsible for cleaning the area when through by picking up 
all t rash, garbage, bot t les and cans and placing them in the appropriate containers. 
Sub groups with elected officers will be t reated as separate groups. 
 
Variances 
Variances are necessary for:  scheduling lounges, rental waiver requests, st ructural changes, tables 
or booths outside of the Union, outside catering, and excessive room  scheduling. Variance request  
forms are available in the Scheduling Office.  Return the form  completed at  least  two (2)  weeks in 
advance. The Memorial Union Board of Directors will act  on the recommendat ion and will forward the 
variance request  to the Director for final approval. Variance requests will be returned to the 
Scheduling Office and the organizat ion m ust  contact  the Scheduling Office for the decision. 
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Mem orial Union Room s 
 

Ballroom      
Maxim um  Capacity  
Standing Room                350  
Auditor ium                225 
Banquet                    160 
3000 square feet  

 

Party Room    

Maxim um  Capacity  
Standing Room          150  
Auditor ium                100 
Banquet                     64 
1500 Square Feet  
 
Special Considerat ion:   Ballroom & Party Room 
can be com bined into one room . 

 

Atrium  I      

Maxim um  Capacity  
Standing Room         150  
Auditor ium                  85 
Banquet                      60 
1125 Square Feet   
 
Special Considerat ion:   The sunlight  in At r ium  I  
may make project ion difficult . 

 

Atrium  I I      

Maxim um  Capacity  
Standing Room         150  
Auditor ium                  85 
Banquet                              50 
1125 Square Feet  
 
Dry Erase Board/ Screen 
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Senate Cham bers  
Maxim um  Capacity  
Conference       49 

 

 

Gallery       

Maxim um  Capacity  

Standing Room                   100  
Auditor ium                            75 
Banquet                                32 
Conference                           25 

 

Union Square   
Maxim um  Capacity    

Standing Room          100 

 

Com m uter Lounge 
Maxim um  Capacity     

Furnished As I s                     60 
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Room  3 0 8  

Maxim um  Capacity       
Auditor ium                         32 
Dry Erase Board/ Screen 

 

Room  3 1 8      
Maxim um  Capacity    
Auditor ium                        49 
Dry Erase Board/ Screen 
 

 

Room  3 6 0      
Maxim um  Capacity    
Auditor ium                        49 
Dry Erase Board/ Screen 
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Room  2 0 1      

Maxim um  Capacity    
Conference               10 
Dry Erase Board/ Screen 

 

Room  3 0 1  
Maxim um  Capacity 
Conference               15 
Dry Erase Board/ Screen 

 

Room  3 1 4      
Maxim um  Capacity    
Conference                       14 
Dry Erase Board/ Screen 
 

 

 

Room  3 5 4  
Maxim um  Capacity 
Conference               14 
Dry Erase Board/ Screen 
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Booths 1 - 5      

Student  Senate or University recognized organizat ions wishing to use a booth, or counter have the 
opt ion of scheduling the area one day per week for a maximum three-week period or three days in 
any one-week period.  Recognized Student  Senate Organizat ions that  have established 
subcommit tee(s)  with elected officers will be t reated as separate groups. Booth numbers 1 & 2 are 
reserved for student  organizat ions, however, if there is a no show, the scheduling office can make 
use of the vacant  booth that  day. After such scheduling, a two-week wait ing period m ust  be 
observed before an area m ay be scheduled again by the organizat ion.  Organizat ions using areas are 
responsible for cleaning the area when through by picking up all t rash, garbage, bot t les and cans 
and disposing of them in the appropriate containers.  Members represent ing an organizat ion m ust  
rem ain behind the booth at  all reserved t im es.  I f a scheduled area is not  used, a 24-hour 
cancellat ion not ice is required or the organizat ion may be charged the standard fee.  I f any sales or 
collect ions are to be made, the organizat ion m ust  schedule a cash box from  the Memorial Union 
Account ing Office or the Student  Senate Accounts office.  At  the end of each day the cash box m ust  
be returned, reconciled and deposited. 

 
 

1 9 3  Coffeehouse:   
Maxim um  Capacity:       49 (Standard)      

Note:  Scheduling should be done direct ly with the coffeehouse program  m anager. 

 
 

Ram ’s Den: 
Maxim um  Capacity:             450  (Recept ion/ Dance/ Open)  
 
 

Am erica’s Cup Room : 
Maxim um  Capacity:              70 (Banquet )  
 

Note:  Scheduling an event  in the Ram ’s Den or Am erica’s Cup Room requires perm ission 
from  the Mem orial Union Scheduling Office and Dining Services. 
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   Athlet ic Facilit ies  
 

 
 

Keaney Gym nasium  
Capacity: 3 ,3 8 5  seats 3 ,8 8 5  Standing Room  

 
 
Step 1 :  Register the event  ( if  expected at tendance is over 5 0 )  
                 with Sheri Davis, Mem orial Union Scheduling Office 
 
 
Step 2 :  Reserve the space with Jodi Haw kins 
  Coordinator of Facilit y Operat ions 
  T:  874-2141  
  E:   j hawk@uri.edu 
 
  Note: Availabilit y is lim ited and set -up fees m ay be expensive for athlet ic locat ions.  

 
 

The Quadrangle &  Other Outdoor Sites 
 
 
Step 1 :  Register the event  ( if  expected at tendance is over 5 0 )  
                 with Sheri Davis, Mem orial Union Scheduling Office 
 
Step 2 : Reserve the space with David Bascom   
  Assistant  Director Landscape & Grounds 
  T:  874-5515 
  F:  874-5718 
  E:  b’snest@uri.edu 
 
Note: No m usic is allowed during the dayt im e hours.  
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Galant i Lounge  
 
 

 
 

Located on the third floor of the Library, the Galant i Lounge 

is a m ult i-purpose room  used for University funct ions of all kinds. Meet ings, 
recept ions, lectures and dem onst rat ions are all scheduled through the library 

adm inist rat ion office. 
 
 
Step 1 :  Register the event  ( if  expected at tendance is over 5 0 )  
                 with Sheri Davis, Mem orial Union Scheduling Office 
 
Step 2 : Reserve the space with Sue Cary  
  T:  874–2666 
  E:  scary@uri.edu 
 
 
 
Maxim um  Capacity:   100  
              75 (chairs)  
 
 
 
Hours:  
  Monday – Thursday  8 am  -  12 am  
  Fr iday    8 am  – 5 pm  
  Saturday          10 am  – 4 pm  
  Sunday           1 pm  – 12 am  
 
 

Note: The sunlight  m akes project ion difficult  to see during the dayt im e. 
Catering is allowed through Dining Services. Screen, projector, and DVD are included in the room . 
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Mult icultural Center 
 

Step 1 :  Register the event  ( if  expected at tendance is over 5 0 )  
                 with Sheri Davis, Mem orial Union Scheduling Office 
   
 
Step 2 : Reserve the space  
  T:   874-2545 
                 F:   874-5942 
  E:  room res@etal.ur i.edu  
                ONLI NE:  ht tp: / / www.uri.edu/ m cc/  

 

 
 

The Hardge Forum  -  Room  1 0 1  
 

This room  holds approxim ately 100 people in an auditor ium  set -up, or about  75 
with tables and chairs.  There is a m echanically dr iven pull-down screen for 

project ion, a public address system  with a clip-on wireless m icrophone, and a VCR 
and television available. These item s are available on a first  com e first  serve basis. 

Please request  this equipm ent  in the "Online Com m ents"  sect ion along with any 
special requirem ents. Any other audio-visual equipm ent  m ust  be brought  with you. 

They do not  supply newsprint  or flip charts. 
 
 

 

  
 

Conference Room  2 0 1  
This room  holds 20-30 people. Tables are set  up horseshoe-style;  groups needing 
to change the set -up are asked to return the tables to their  or iginal posit ion at  the 

end of the m eet ing. 
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The Com puter Classroom  -  Room  0 0 5   
 

This room  holds 30-45 people. The com puter classroom  is equipped with 12 PCs, a 
scanner, a pr inter, a whiteboard, and a pull-down screen and projector. 

 
 
 
 
 
 

   
 

The Lounge -   Room  2 0 3    
 

The Lounge holds 20-25 people. I t  is typically used for inform al events. There is no 
door on the lounge. I t  is equipped with a wide screen TV and VCR unit . There are 

couches and chairs, but  no tables. Tables m ay be requested. 
 

 

Note: A full k itchen is available for events serving food at  the Mult icultural Center. 
Please refer to www.uri.edu/ mcc/ BuildingPolicies.pdf for the com plete  

Mult icultural Center building policies. 
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Edw ards Auditor ium  
 

Step 1 :  Register the event  ( if  expected at tendance is over 5 0 )  
                 with Sheri Davis, Mem orial Union Scheduling Office 
 
Step 2 : Reserve the space with Sheri Davis  
  Market ing & Scheduling Coordinator 
  T:  874-2214 
  F:  874-9104 
  E:  reserve@etal.ur i.edu 

 

 
 
 

Fixed Seat ing Capacity:  9 3 7  ( 4 9 1  m ain floor/ 4 4 6  balcony)  
 

URI ’s largest  auditor ium  has fixed seat ing with tablet  arm s. There are eight  exits 
and six windows with curtains. Am enit ies include one portable blackboard and a 

screen for overhead project ion. 
 

Mult im edia Capabilit ies 
 

Overhead*  
16MM Project ion  

Audio Casset te Playback 
35MM Slide Project ion 

VCR Playback 
Laser Disc Playback 
Lavier Microphone 

Handheld Microphone 
Docum ent  Cam era 
I nputs  Com puter 

Screen Size:  15'W x 15'H 
Ethernet*  

 
Projector equipm ent  for showing film s is located in 

 the booth in the rear of the auditor ium . 
 
 

* I ndicates equipm ent  on site at  a ll t im es. 
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Classroom s 

 
Step 1 :  Register the event  ( if  expected at tendance is over 5 0 )  
                 with Sheri Davis, Mem orial Union Scheduling Office 

 
Step 2 : Reserve the space with Sheri Davis  
  Market ing & Scheduling Coordinator 
  T:  874-2214 
  F:  874-9104 
  E:  reserve@etal.ur i.edu 
   

 
 

For m ore inform at ion: 
ht tp: / / www.uri.edu/ es/ faculty/ room DirAlpha.htm l 

 
 
Capacity: 1 0 0 +  
 
 

Edwards Auditorium  937 
Chafee 271   500 

    BISC Auditorium      455 
    Independence Auditorium      242 

Pastore 124   193 
Quinn Auditorium  167 

    Kirk Auditorium      155 
White 113   154 

    East Auditorium      150 
    Chafee 277       122 

BISC 105a   101 

 
 
 
 

 
 
 
 
 
 
 
 
Capacity: 5 0 - 1 0 0  
 
 
    
    
 
 

 
 
 
 
 
 
 
 
 
 

Gilbreth 118   56 
Keaney 208   56 
Washburn 316   56  
Quinn 103   55 
Woodward 216   55 
Woodward 318   55 
Independence 203  53 
Independence 204  53 
Independence 205  53  
Ranger 103   52 
Washburn 308   51  
Quinn 209   50  
Wales 223   50  

Wales 226   50 

Fogarty 214   90  
Chafee 273   82  
Bliss 305   80  
White 202   73  
Chafee 275   72  
Bliss 205   70  
Fogarty 028   63  
Gilbreth 101   63  
Pastore 234   63  
White 204   62 
Independence 201  60  
White 206   60  
Quinn 211   59  

Quinn 314   59 
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Capacity: 3 0  –  5 0
 
 
 
 
 
 
  
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 

Kelley 102    48 
Kelley 103    48 
Morrill 215    47 
Washburn 219    46 
Washburn 220    46 
Washburn 309    46 
Washburn 111    45 
Washburn 112    45 
Pastore 122    45 
Quinn Conference   45 
Crawford 221    40 
Independence 202   40 
Keaney 210    40 
Rodman 001    40 
Rodman 002    40 
Bliss 206    40 
Morrill 213    39 
Washburn 208    39 

Washburn 132    38 

Washburn 133    38 
Chafee 219    36 
Chafee 235    36 
Bliss 211    35 
Crawford 222    35 
Crawford 223    35 
Independence 207   35 
Independence 209   35 
Independence 210   35 
Independence 220    35 
Rodman 226    35 
Wales 224     35 
Bliss 304    32 
BISC 101c    32 
Library 104    32 
Quinn 214    32 
Keaney 209    31 
Tootell 122    31 

Tootell 123    31 

 
 
 
 
 
Capacity: Less than 3 0  

Fogarty 120    29 
Independence 208   29 
Quinn 219    29 
Chafee 251    28 
Pastore 219    27 
Independence 306   26 
Independence 307a   26 
Rodman 224    25 
Woodward 341    24 
Independence 211   22 
Independence 212   22 
Independence 213   22 
Independence 215    22 
Independence 217   22 
Independence 219   22 

Independence 221   22 
Kelley 203    22 
Woodward 328    22 
Washburn 006    20 
Rodman 225    15 
White 225    19 
White 227    19 
White 201    18 
White 220    18 
Independence 103   15 
Independence 307b   14 
White 210    14 
White 216    14 

White 218    12 
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 FI NANCES 
 
Note: This is a sum m ary of Senate Finance policy, not  the policy itself.  For all the 
details, refer to your Finance Handbook.  I f you’re not  sure about  som ething, ask the 
Finance Chair or a m ember of the Senate Finance Com mit tee. 
 

General I nform at ion 
 
Buying I tem s or Services 
There are three ways to make purchases:  

• Pet ty Cash ($0-$15) , money only issued for 5 business days after receipt . 
• Check Reimbursements ($15-$50) , only issued for 5 business days after 

receipt . 
• Purchase Requisit ions/ Purchase Orders (any amount ) , only way to spend 

m ore than $50.  See procedures below. 

 
A SI NGLE BI LL MAY NOT BE SPLI T BETW EEN DI FFERENT ORGANI ZATI ONS! 
 
I MPORTANT: All Student  Organizat ion financial docum ents, except  cont racts, m ust  
have two valid signatures from  the President  and the Treasurer of the Organizat ion. 
I f one of the two officers can not  sign, the second signature can be that  of the 
Finance Chairperson, the Student  Senate President , Bruce Ham ilton, Maureen 
McDerm ot t , Susan Brush, or Tom  Dougan in order to be processed.  

 
How  to pet ty cash item s 
 
1. For items under $15, the President , Treasurer or their authorized purchaser, m ay 
pay out  of his/ her own pocket , provided the organizat ion has money budgeted for 
that  specific purpose. 
 
2. Either the President  or Treasurer m ust subm it  a valid receipt  to the Senate 
Accounts Clerk within five ( 5 )  class ( business)  days.   No organizat ion w ill be 
reim bursed for  any sales tax .   I n order to avoid paying a sales tax, pick up a tax-
exem pt  form  in the Student  Senate office, located to the r ight  of the m ailboxes.  I f a 
com pany/ store does not  accept  our tax-exem pt  form  please report  it  to the Finance 
Chair. Most  likely they are in violat ion and will be reported to the Department  of 
Taxat ion. Bring the receipt  to Student  Senate Accounts office. You will be given a 
pet ty cash slip to fill out  and cash will be reimbursed on the spot .  
  
3. The lim it  on pet ty cash reimbursement  is $30 total per week per organizat ion. 
Records are kept  of previous reimbursements and any organizat ion found to be 
abusing the process would find its pet ty cash privileges suspended. 
 
Note: Abuse includes split t ing receipts for  sim ilar  objects to m eet  the $ 1 5  
rule. This w ill not  be tolerated.  Violat ions of the reim bursem ent  policy w ill 
be dealt  w ith by stopping paym ent  or prevent ing the release of the m oney 
or checks.  

 
 



 26

 
How  to get  check reim bursem ent  
(The opt ional procedure to be used for purchases of $50 or less) .  
 
1 . The President , Treasurer or their authorized purchaser m ay buy an item  with their  
own money for which there is money in the club budget .  The receipt / invoice must  
be saved.    
 
2 . The President  or Treasurer must  br ing the receipt  within five (5)  business days to 
the Senate Accounts Clerk.  All receipts m ust  be item ized, must  show that  the bill 
was paid in full,  and must  include the date and the name of the vendor. 
 
3 . Complete a check- reimbursem ent  request  form , which is available in the Senate    
office;  at tach the invoice/ receipt  and request  form  to a com pleted Paym ent  Order.  
Com plete the Paym ent  Order in the nam e of the person to be reim bursed. Your 
check will be available in a few days.   
 
I f you use this procedure to buy something that  your budget  does not  have the 
m oney to pay for, you w ill not  be reim bursed .   By using this procedure, you are 
assum ing responsibilit y for purchases. Records are kept  of previous reim bursem ents 
and any organizat ion found to be abusing the process would find its check 
reimbursem ent  privileges suspended. 

 
I MPORTANT: This does not  apply to several purchases under $50 bought  for the 
same funct ion. You must  use a blanket  PO when doing it  this way.  
 
Note: Abuse includes split t ing receipts for  sim ilar  objects to m eet  the $ 5 0  
rule. This w ill not  be tolerated.  Violat ions of the reim bursem ent  policy w ill 
be dealt  w ith by stopping paym ent  or prevent ing the release of the m oney 
or checks.  

 
 
Purchase Requisit ions 
 
This process will take at  least  two (2)  weeks – plan accordingly.  When you subm it  a 
purchase requisit ion to Lorr ie Olson, the Senate accounts clerk, please understand 
that  it  will take up to two (2)  days for processing PRI OR to its being sent  to Ron 
Barlow at  the Purchasing Office.  The paperwork will then be completed by issuing a 
purchase order up to two (2)  days later.  The Purchasing Office will then order the 
item , and not ify you in your Senate mailbox when it  has been delivered.  Delivery 
will often take a week or m ore.  YOU m ust  then com pare the invoice to your 
purchase order, and if there are no errors, take the invoice and a paym ent  
order to the Senate Accounts Office.  A check w ill be issued up to four ( 4 )  
business days later .   
 
Only after  paying are you finished! 
 
NEVER ASSUME YOUR PAPERWORK HAS BEEN PROCESSED just  because you have 
delivered it  to the accounts office;  if there are errors or it  is incomplete, it  will be 
returned to you via your m ailbox in the Senate office.  Therefore it  is im perat ive that  
you check your mail AT LEAST three t imes per week;  m ore often would be wiser. 
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How  to com plete a Purchase Requisit ion 
 
1 . Docum entat ion of bids  ( including the specificat ions of the item  to be 

purchased)  is required as follows and must  accom pany a Purchase Order:  
• $ 2 5 0  to 9 9 9 .9 9  Three ( 3 )  Verbal bids.  Bids must  be listed on the 

Purchase Requisit ion or it  will not  be accepted  
• $ 1 0 0 0  to $ 4 9 9 9 .9 9  Three ( 3 )  W rit ten bids.  These writ ten quotes 

must  be at tached to the Purchase Requisit ion or it  
will not  be accepted. 

• $ 5 0 0 0  up Five ( 5 )  W rit ten bids.  These writ ten quotes m ust  
be at tached to the Purchase Requisit ion or it  will not  
be accepted. 

 
2 . Once you determ ine the vendor, obtain a Purchase Requisit ion form  from the 

Student  Senate office across from the Senator’s m ailboxes.  
3 . Fill out  all informat ion marked in red on the form .  Consult  your budget  for your 

category number — these must  be complete and legible before a requisit ion will 
be accepted.  I ncom plete form s will be returned to your mailbox, which will cause 
the process to be delayed.  

4 . The President  and Treasurer must  sign the form  in the space provided. 
5 . Take the completed Purchase Requisit ion form  to the Senate Accounts Clerk to be 

authorized. 
 
I MPORTANT: Any Purchase Requisit ion that  is quest ionable will be brought  to the 
at tent ion of the Finance Chair!  
 

Once authorized, the form  w ill be sent  to the Purchasing Departm ent  and 
they w ill: 

 
 

1 . Assign a Purchase Order Number after the requisit ion has all the authorized  
signatures and the Student  Senate Accounts Clerk's approval. 

2 . Type up a Purchase Order. 
3 . Place the order. 
4 . You will receive a BLUE copy of the Purchase Order in your mailbox when your 

order is sent  to the vendor by the Purchasing office.  Review this blue copy to 
make sure all the informat ion is correct . You will keep this copy for your 
records. 

5 . Log the Purchase Order number in the Purchase Order log in your ledger, 
making certain that  all inform at ion is correct . 

6 . Once the order has been received, the Purchasing Departm ent , through a 
not ice, will not ify you via your mailbox. 

 
NOTE: Organizat ions must  place orders through the Purchasing Departm ent  only.  
I f you believe your item  cannot  be purchased through the Purchasing Departm ent , 
consult  the Finance Chair.  Failure to com ply with this regulat ion m ay result  in your 
organizat ion's funds being frozen and the loss of any purchased equipment .  When 
ordering specialty items such as key chains, cups, and other such things you can set  
designs with com panies, however you may not  place the order or make a prom ise of 
paym ent . 
 

You are not  done yet ! 
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Next  you m ust  
 
 
1 . Any Purchase Orders that  are with local vendors may be picked up in the  
    Purchasing office.  Try to arrange to have the m erchandise picked up. 
2 . Compare the invoice with your Purchase Order to m ake sure that  you have  
    received just  what  was ordered and that  you have not  been over-charged. 
   (Report  any problem s I MMEDI ATELY to the Purchasing Department  or Finance 
   Chair and they will handle them for you.)  
3 . When you pick up the m erchandise, m ake sure that  you get  the invoice and  
   Paym ent  Order and take it  to the Student  Senate Accounts office im m ediately .  
   Otherwise your bill will not  be paid. Make sure that  the bill says invoice. 
   Senate Account ing will not  pay from statements. 
 

A signed authorized contract  from  Bruce Ham ilton 
 w ill be accepted as an invoice for  paym ent  purposes. 

 
 

After- the- fact  Purchase Requisit ions and/ or contracts w ill be penalized 

according to the follow ing schedule: 

 
• First  t im e: 2 5 %  
• Second t im e 5 0 %  
• Third t im e 1 5 0 % . 

 
Purchase Requisit ions that  are late by m ore than 3 0  days of the date of 

purchase w ill not  be accepted. 
 
 

To prevent  unnecessary charges for your organizat ion, subm it  all paperwork ahead 
of t ime. Purchase Requisit ions m ust  be subm it ted at  least  two days prior to when 
you need a Purchase Order. 
 
 

Blanket  Purchase Orders 
These are often used by organizat ions that  frequent ly use the sam e vendor, i.e., 
Cam pus Copy.   The purpose is to provide authority to spend up to a reasonable 
amount  with a specific vendor without  using pet ty cash or filing a separate Purchase 
Requisit ion for each (small)  purchase.   
 

Checks 
Checks are writ ten on Tuesday, Wednesday, and Thursday only.  I t  takes a m inim um 
of two (2)  business days to process a check.  This m eans you m ust  subm it  your 
request  for paym ent  at  least  two business days before you need your check.    
 
I f you do not  want  the check to be m ailed to vendor autom at ically, please write 
"HOLD CHECK, NEXT TO THE VENDOR NAME"  on the paym ent  order when you 
subm it  it .  
 
Please refer  to the Student  Senate Finance Handbook for possible penalt ies 

im posed upon organizat ions for violat ing finance policies. 
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Contracts 
 

 
Cont racts play the same role for services as Purchase Orders play for merchandise 
items, but  club officers cannot  sign contracts.   Cont racts are used for services 
provided by experienced vendors such as DJ's, speakers, food preparat ion, labor, 
etc.  Speak to Michael Nolfe  in Rm. 210 for advice related to entertainment  
cont racts. 
 
 

Be sure to start  this process at  least  four ( 4 )  w eeks before your event  

 

 

 
• Bruce Ham ilton ,  Director of the Memorial, m ust  review  and sign all 

cont racts for Student  Senate recognized organizat ions. 
 

Cont racts may be reviewed by the Finance Commit tee  
and signing may be withheld if all requirements are not  met . 

 
 

 
Steps 
1.  Find a vendor using the bidding process out lined in the Purchase Request  sect ion. 
2.  Once you’ve selected a vendor, contact  them  to get  a copy of their standard 

cont ract .  The contract  m ust  be approved by Bruce Ham ilton.  Changes to 
the standard cont ract  may be required, and if the vendor is unwilling to accept  
the changes, you m ay need to find another vendor.   Allow t ime for this. 

3.  Once the cont ract  is fully executed ( i.e., signed by Bruce Ham ilton)  at tach it  to a 
payment  order with “Hold for pickup”  on the form  and then subm it  it  to the 
Senate Accounts Office for processing it  into a check. 

4.  I f only one officer with signing authority for their organizat ion is available to sign, 
other signatures will be accepted. They are as follows:  

• Finance Chair of Student  Senate 
• President  of Student  Senate 
• Bruce Ham ilton (Main Office)  
• Maureen McDerm ot t  (Main Office)  
• Susan Brush (Account ing Office, Room  213)  
• Tom  Dougan (Student  Affairs, Room 305)  

 
 5. The check can be picked up and signed out  the day of the event  
     from  the Senate Accounts Office during norm al hours.  
 6. I f not , it  will be mailed a couple of days after the event  providing a complete  
    address has been listed on the cont ract . 
 7. For all purchasing quest ions, the Student  Senate Finance Handbook is the best   
     reference.  
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Rem em ber 

• I f  the check is being cut  to an individual and not  an agency a W 9  
MUST be at tached to the payment  order and the cont ract . No check can be 
cut  without  a W9.  W9 form s m ay be picked up in the Senate Accounts Office.  

• Bruce Ham ilton needs to sign all cont racts.   
Contracts w ill not  be accepted w ithout  his signature. 

• Original cont racts, not  copies, must  be handed in with paym ent  orders. 
• Cont racts cannot  be signed after the fact  and will be subject  to a 25%  -  150%  

penalty (depending upon the number of pr ior offenses) .  
 

 
 
 

Outside Accounts 

Ordinarily, your organizat ion must  maintain all of it s funds within the Student  Senate 
account ing system .  However, the st ructure of some organizat ions makes it  
necessary to hold outside accounts.  Here are the rules:  
 

Level I  and Level I I  organizat ions m ay have outside bank accounts only 
when Student  Senate has granted special perm ission. All such organizat ions 
must  provide quarter ly bank statements to the Finance Com m it tee, list ing 
balances and t ransact ions for any and all outside accounts. Talk to the 
Finance Chair if you have any quest ions about  this policy.  The Student  
Senate highly recom m ends all Student  groups to m aintain their  funds within 
the Senate account ing system . 

 
Level I I I  organizat ions m ay have outside bank accounts with express 
perm ission.  However, a complete current  statem ent  of all outside accounts 
m ust  be presented when request ing funds from  the Senate.  Furtherm ore, the 
Finance Commit tee, SOARC, or the full Senate may request  complete bank 
statements at  any t ime. 
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Ticket  Sales &  Union Box Office 
 

All student - recognized organizat ions must  use the Box Office to sell t ickets for 
events;  for exempt ions, see the Finance Commit tee.  When a lim ited number of 
t ickets are available for an event , URI  undergraduate students have first  pr ior ity.  
There must  be a period at  the beginning of t icket  sales, which is open to 
undergraduates only;  this period m ust  be at  least  four ( 4 )  hours. Any Student  
Senate Organizat ion must  also offer a lower price for Students when holding an 
event  involving t icket  prices.   
 

I MPORTANT: Violat ions of this m ay result  in  
the im m ediate term inat ion of t icket  sales. 

 
• Take t ickets to the Mem orial Union Student  I nvolvement  Graduate Assistant  

and SPO Advisor (Room  206)  to sign the form  that  t ransfers the responsibilit y 
of t ickets.  

• All t ickets must  be numbered consecut ively.   
• I n the case of reserved seat ing, seat  locat ion acts as a subst itute for the 

consecut ive numbers.   
• After sales are over, the Box Office will put  any remaining t ickets in the safe.   
• Contact  the Building Manager to release these t ickets during the weekend or 

evenings.  
• Ticket  revenue will automat ically be placed in your account  and you will 

receive a receipt  via your mailbox.   

 
I f  an organizat ion does not  w ish to use the box office to sell t ickets for  an 
event , it  m ay sell t ickets w ith a cash box at  a  booth in the Union.  These are 
the only two ways in which t ickets m ay be sold.  I f your organizat ion wishes to 
design its own t ickets, the Finance Chairperson must  approve the request  and each 
t icket  m ust  have the stam p of approval by the Finance Chair.  Any other at tem pt  to 
sell t ickets will result  in term inat ion of the organizat ion’s planned event  and possibly 
those planned for the remainder of the sem ester. 
 
NOTE:  The Student  Senate Box Office is for the use of Student  Senate recognized 
undergraduate organizat ions, however non-Student  Senate groups will be allowed to 
use the Box Office in special cases.  These groups will be charged a 5%  service 
charge and will be responsible for picking up their t icket  revenue at  the end of t icket  
sales.  No m onies will be deposited into the Senate Account ing system.  The Senate 
Accounts office will hold the m oney from  sales in the safe, but  only during the t ime 
that  t ickets are being sold.  The service charge will go towards the Box Office and 
the Senate Accounts Office for labor involved.  
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SUPPORT SERVI CES 

 
 

Audio- Visual 
For your convenience, the Mem orial Union is equipped with Digital 

Projectors, TV’s, VCR’s, DVD’s, Portable Sound System s, Microphones, 
Overhead Projectors, Slide Projectors, White Boards, Flipcharts, 

Easels, Data Ports and Phone Lines. To schedule, contact  the Union 
scheduling office at  874-2214. 

 
 For events in other locat ions w ith m ore extensive technical 

needs, contact  Technical Product ions at  8 7 4 - 2 0 3 4 , 

techpro@etal.ur i.edu.  
 

 
Cater ing 

Catering m ust  be cont racted with URI  Dining Services. 
 Non-University caterers are perm issible only when  

URI  Dining Services cannot  provide part icular ethnic cuisine. 
 

URI  Dining Services 
 

• Catering services are provided at  URI  facilit ies only. 
• A m inimum of one week's not ice is required for all events. 
• Payment  is expected in full pr ior to your event . This is payable by cash, 

check, or approved college requisit ion. 

• CANCELLATI ON POLI CY  
      I n the event  your program  is cancelled, please call the cater ing office within 
      24 hours of the funct ion.  I f they do not  receive not ificat ion of the  
      cancellat ion you will be responsible for 100%  of the bill.   
      You may call 874-  4331 or 874-2229 and leave a message. 

 
You m ay view  a full m enu online at :  w w w .uri.edu/ dining/ cater ing.htm l 

 
For more informat ion or to place an order contact :  

Kathy Murray at  8 7 4 - 4 3 3 1  or 8 7 4 - 2 2 2 9 . 
You can also visit  the Catering Office located at  the corner of Plains 

and Flagg Road in the Dining Services Dist r ibut ion Center 
Monday through Friday 8: 30 AM -  4: 00 PM. 
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Non- University Caterers 
For your event  catered by an outside source, URI  Dining m ust  be unable to provide 
your ethnic m eal. Variance forms are available in the Scheduling Office and must  be 
completed at  least  2 weeks in advance.  Caterers will need to provide an ethnic 
m enu and * cert ificate of liabilit y insurance.  

 
* I n order to be able to prepare and serve food for an URI  event , the caterer m ust  
have a Food Handler’s License.  The caterer must  also have a Cert ificate of 
I nsurance list ing the University of Rhode I sland Board of Governors for  
Higher Educat ion and the State of Rhode I sland as addit ional insured.   
 

I m portant  Notes 
• Organizat ions that  are spending over $250 must  solicit  3 writ ten bids for on-

cam pus events (one of which m ust  be from  URI  Dining Services) . 
• Organizat ions that  are spending under $250 m ust  use URI  Dining Services OR 

get  3 bids (one of which m ust  be from  URI  Dining Services) .   
 

NOTE: Contracts are encouraged when using catering services. Make sure 
everything you expect  to be included is writ ten in detail  in the cont ract  so that  there 

are no surprises at  the event !  
 

Food &  Beverage Finance Policies 
• Organizat ions are allowed to provide food for one recruit ing event  per 

sem ester provided that  the total cost  of food for the event  does not  exceed 
$50.  You may only use Cat#  312 (Recruitment )  for this expense.  W hen 
using this Category you m ust  furnish account ing office w ith a 
recruitm ent  flyer to prove that  your event  is going to be based on 
recruit ing new  m em bers.  Without  this flyer your purchase requisit ion will 
not  be accepted.  

• Organizat ions m ay come to the Finance Com mit tee with requests to purchase 
food for events with Student  tax dollars.  The Finance Commit tee will only 
approve such requests if it  is deemed crucial and necessary to the purpose of 
the event .   Approval must  be by a three- fourths vote of the Commit tee.  
Because we deal with num erous and varied cont racts with talent  being 
brought  to the university, we realize that  meals must  be provided in some 
cases under specific circumstances.   

• I f circumstances require URI  to reimburse the performer for a restaurant -
served meal, the performer must  be inform ed, when his or her cont ract  is 
signed, that  a maximum gratuity ( t ip)  which will be paid by the Student  
Senate is 15% .  The Student  Senate Accounts Clerk w ill not  pay for any 
gratuity over 1 5 % .   Category 900 funds may be used to buy food for 
organizat ions subject  only to university rules.   

 

Print ing 
For all your pr int ing needs such as flyers, table tents and banners. 

 
Cam pus Copy &  Design 

Mem orial Union, First  Floor  
Telephone:  874–2853 |  E-m ail:  copies@etal.ur i.edu 
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MARKETI NG 
 

 

General Policies 
 

All advert ising must  be “appropriate & professional”  in its wording and appearance  
and in conform ance with University com m unity standards. Advert ising for  a ll 

social events m ust  state: ”Open to college students w ith Valid/ Current  I D’s 

and signed- in guests only”. I f you have any quest ions regarding these policies, 
please contact  the SPO Office. 

 
 

Types of Advert ising &  Prom ot ions  
 
 
SPO Calendar of Events  
To have your event  listed FREE, contact  the Student  Program m ing Office or The 
Memorial Union Scheduling Office. 
 

Mem orial Union W eb Site  
To have your event  listed FREE, contact  the Student  Program m ing Office or The 
Memorial Union Scheduling Office. 
 
 

Mem orial Union Kiosk 
To place and ad FREE,  contact  the systems office in the Student  I nvolvement  Office.  

 
Flyers  
Flyers can be produced at  Cam pus Copy and Design. Flyers can be posted at  various 
campus locat ions. Each facilit y sets is own post ing policy. To post  flyers at  the 
Memorial Union, provide two 8 1/ 2”  x 11”  flyers to the I nfo Desk and the staff will 
place them behind the bullet in boards.   
 

Mem orial Union Bullet in Board Display Policy 
• The bullet in boards are available to all applicable organizat ions for 

general-use;  addit ionally, the general public m ay ut ilize the bullet in 
boards on the 1st floor.   

• Two not ices are perm it ted for URI  program s that  cite specific dates & 
t im es, while only one not ice is perm it ted for non-URI  program s or URI  
programs that  cite no specific dates & t imes.   

• Program  not ices m ust  not  exceed 14”x22”  in size, and must  include 
the sponsoring group’s nam e & contact  telephone number.  Classified 
ads m ay not  exceed the size of a 3”x5”  index card.   

• All not ices must  be subm it ted to the I nformat ion Desk for approval, 
stam ping, & post ing.  
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Table Tents in Dining Facilit ies and The Mem orial Union  
Table Tents can be produced at  Cam pus Copy and Design. To display your table 
tents, perm ission must  be obtained from each dining facilit y manager before placing 
them onto the tables. Dining services will ONLY ALLOW  table tents that  are pastel 
in color. Dist r ibut ion in the Memorial Union is allowed but  please note  that  after 
closing of the Union these items may be discarded. 

 
 
 
 

Mem orial Union Posters  
To create a poster, provide an 8-1/ 2”  x 11”  flyer to the Student  I nvolvement  Office. 
They will increase it  to a poster size for a cost  of $3.00. Pictures do not  come out  
well,  so keep it  simple!  

  
Mem orial Union Poster Display Policy 

• Easels are available for all applicable organizat ions to use on a “ first  
com e, first  served”  basis to display their posters.   

• Posters must  promote specific events that  are to be held either on-  or 
off-cam pus;  to display a poster for any other purpose, organizat ions 
m ust  subm it  a variance request  to Union Board.   

• Posters m ust  exceed 14”x22”  in size and m ust  be m at ted on 
2 2 ”x2 8 ” poster- board ( or  com parable- sized corkboard) .   

• Depending upon the availabilit y of space, poster placement  will be 
made at  the discret ion of the building m anager staff.   

• All posters must  be subm it ted to the Building Services Office (via 
I nform at ion Desk if Office is closed)  for pre-screening, regist rat ion, & 
hanging.  

 
 
 
Mem orial Union Banners  
Banners can be produced at  cam pus copy and design. Banners are displayed on a 
“ first  com e, first  served basis” . 
 

All banners m ust  be subm it ted “ready for display,” m eaning:  
• Appropriate wording and appearance for public exhibit  
• Equipped with corner eye r ings for anchoring 
• Banners m ust  be waterproof   

 
NOTE:  Banners are hung outside of the Memorial Union overnight , and therefore 
there is a possibilit y of theft .  The Mem orial Union has no responsibilit y for stolen or 
dam aged banners.  Since space dim ensions vary, organizat ions should consult  with 
the Building Services Office regarding accommodat ion of unusual sizes. 
Organizat ions may subm it  “ t ime & durat ion”  preferences for displaying their banners, 
and depending upon space availabilit y, building manager staff shall aim  to 
accommodate such requests;  given space lim itat ions however, length of displaying 
t im e will be at  the sole discret ion of the Memorial Union.  All banners must  be 
subm it ted to the Building Services Office (via I nform at ion Desk if Office is closed)  for 
pre-screening, regist rat ion, & hanging.  
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Mem orial Union Prom ot ional Booths &  Counter Space 
• Student  Senate or University recognized organizat ions wishing to use a booth, 

or counter have the opt ion of scheduling the area one day per week for a 
maximum three week period or three days in any given one week period.   

• Recognized Student  Senate Organizat ions that  have established 
subcommit tee(s)  with elected officers will be t reated as separate groups.  

• Booth num bers 1&2 are reserved for student  organizat ions, however, if there 
is a no show, the scheduling office can m ake use vacant  booth that  day.  

• After such scheduling, a two-week wait ing period must  be observed before an 
area may be scheduled again by the organizat ion.  

• Organizat ions using areas are responsible for cleaning the area when through 
by picking up all t rash, garbage, bot t les and cans in appropriate containers.   

• Mem bers represent ing an organizat ion m ust  rem ain behind the booth at  all 
reserved t imes.  

• I f a scheduled area is not  used, a 24-hour cancellat ion not ice is required or 
the organizat ion will be charged the standard fee.   

• I f any sales or collect ions are to be m ade, the organizat ion m ust  schedule a 
cash box from  the Mem orial Union Account ing Office or the Student  Senate 
Accounts office.   

• At  end of each day the cash box must  be returned, reconciled & deposited. 

 

 

Mem orial Union Assigned Display Cases 
• The display cases are assigned annually by Union Board to specific 

organizat ions for their exclusive use.   
• Applicat ion forms, which are available in the Union Board office, must  be filled 

out  and subm it ted to that  office in adherence with allocat ion deadlines.  

• Organizat ions must  maintain up- to-date displays and m ust  rem ove all display 
m aterials at  the end of their usage period. 

 
 
URI  W eb Calendar   
Submit  your event  informat ion to:  www.news.uri.edu\ calender\ subm itevent .htm  
 
 

The Good 5 - Cent  Cigar Advert isem ent   
• Opt ion I : Classified ad ONE FREE per week for student  senate recognized 

organizat ions (m aximum  20 words) . 
• Opt ion I I :  General ad  ( cost  depends on size) .  For m ore inform at ion, visit  

www.ram cigar.com or call (401)  874-2914.    

 
 

W RI U Radio Spot   
To place an advert isement , visit  the WRI U office in the Union or call 874–4949. 

• Opt ion I : create a tape or CD that  is less than 30 seconds long. 

• Opt ion I I : type out  a 30 second advert isem ent  for the DJ to read.  

 
 

URI - TV   
To place an advert isement , call 874–5611. 
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EVENT MANAGEMENT 
 
 

Policies 
 

Event  Regist rat ion  

On-cam pus social events with 50 or m ore in at tendance, whether open to the public 
or pr ivate, m ust  be registered through the Mem orial Union Scheduling Office 
at  least  3  days in advance .   
 
Events scheduled through the Mem orial Union are autom at ically registered. 

 
• I n the case of Student  Senate organizat ions or fraternit ies and sororit ies, 

events may be registered only by the organizat ion’s president  or social 
chairperson who will oversee the organizat ion’s responsibilit y for compliance 
with com munity standards during the event .   

• Social events for all other non- residence hall groups must  be registered by a 
designated responsible member of the university community who will be 
present  at  the event .  

• No student  organizat ion m ay register a social funct ion that  is sanct ioned for a 
public health or safety code violat ion. 

• I f  the event  is not  registered and more than 50 people at tend the event , 
not ify the campus police immediately. I f  the event  is registered , but  
at tendance is greater than indicated on the event  regist rat ion, not ify the 
campus police immediately. 

 
 
This regist rat ion policy applies to social events such as entertainment  speakers, 
movies, dances, part ies, etc. which include between 50 and 450 people and occur in 
any URI  locat ion such as the Memorial Union and the Mult icultural Center. Appeals 
for the except ions to this policy should be addressed to the Director of the Memorial 
Union. 
 
 

Cam pus Police/ Security/ Fire  
Social events with m ore than 50 individuals m ay require security coverage, which 
will be arranged through the Memorial Union Scheduling Office. Security/ Fire services 
require the subm ission of a Payment  Order at  least  2 weeks before the event  or no 
security/ fire will be ordered and therefore you will not  be allowed to hold the event .   
No security/ fire will be ordered unt il a proper ly completed and signed Payment  Order 
is received in the scheduling office.   
 
 
 

Alcohol 
Present ly, the URI  has no alcoholic events.  No alcoholic beverages will be allowed at  
any events or in any student  office space under any circumstances.  Violat ion of this 
policy may result  in immediate revocat ion of office privileges. 
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Major Events in the Mem orial Student  Union 

 
Guidelines for Complex Events (50+  persons)  
 

• The Sponsoring Organizat ion m ay not  conduct  set -ups or breakdowns of 
Mem orial Union equipm ent  ( i.e. tables, chairs, m ovable walls) .  This act ivity 
m ust  be perform ed by Mem orial Union custodians only (or, in rare cases, by 
building m anager staff) .  Any supplem ental set -ups consist ing of property not  
belonging to the Memorial Union must  be pre-screened & approved by the 
Scheduling Office. 

• Through the Scheduling Office, the Sponsoring Organizat ion m ay need to hire 
an addit ional building manager to serve as “Event  Manager”  for the funct ion.  
The Event  Manager shall arr ive one half-hour before the scheduled start  of 
the event  and shall depart  after all aspects of the event  are completed ( i.e. 
full departure of all pat rons, security officers, organizat ion representat ives, 
DJ/ entertainers, & tech-support  personnel) .  Student  and University groups 
will be billed $10.00 per hour for the Event  Manager’s services. 

• Through the Scheduling Office, the Sponsoring Organizat ion m ay have to hire 
Security and Fire/ Safety Officer(s)  to cover the funct ion.  The exact  number 
of required officers will be determ ined based upon projected at tendance & 
nature of the event .  The officers shall arr ive one half-hour before the 
scheduled start  of the event  and shall depart  immediately after the post -
event  m eet ing is held. 

• The Sponsoring Organizat ion m ust  arrange for a designated Staff Member 
from  URI  to at tend the event ;  the Staff Mem ber m ay have full- t im e, part -
t im e, or graduate assistant  status.  [ EXCEPTI ON:  when the Memorial Union’s 
Building Services Coordinator is available to serve as Event  Manager, the 
Staff Member’s requirement  is waived and the Building Services Coordinator 
will act  in the Staff Mem ber’s place.]  

• Representat ives from  the Sponsoring Organizat ion (and their  designated Staff 
Member as applicable)  must  meet  with the Event  Manager and Security 
Officer(s)  for a “Pre-Event  Meet ing”  one half-hour before the event  begins. 
On-Site Ticket  Sales will be conducted from the most  appropriate venue for 
the assigned program m ing space ( i.e. for events held in the Ballroom , the 
I nformat ion Desk shall be used) .  The Event  Manager shall determ ine and/ or 
clar ify the venue to be used.   

• I f any event  part icipant  becomes ill and vom its anywhere in the facilit y, no 
one should at tem pt  clean up.  Federal and University regulat ions st ipulate 
that  clean up be conducted by our custodial staff who are required to use 
“Blood & Bodily Fluid Kits.”   The organizat ion will be charged $12-15 for each 
kit  used, and may be charged a custodial clean-up fee as well.  

• At  the end of the event , the Sponsoring Organizat ion m ust  rem ove all 
decorat ions and pick up all t rash, garbage, bot t les and cans in & around the 
programming space.  All debris/ items are to be placed in appropriate 
dispensers ( i.e. suitable recycling bins & t rash barrels) .  [ Footnote:  the 
organizat ion m ay not  procure cleaning equipment  from  the custodial closets;  
the Event  Manager shall determ ine how to proceed under unusual 
circum stances.]  

• I mmediately after the event  itself ( following the departure of all pat rons) , a 
“Post -Event  Meet ing”  will be held with the same individuals to evaluate the 
funct ion. 
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Adm ission 
 
Guests 
Students are responsible for the conduct  of their guests at  all on-campus events.  
Guests are subject  to the social regulat ions and other rules of the university while on 
campus.   The student (s)  and/ or the sponsoring organizat ion m ay face disciplinary 
act ion for the behavior of their guest (s) .  The party regist rant  may be responsible for 
the conduct  of all uninvited visitors at  all on-campus social events. 
Guest  Regist rat ion  

• Social events on cam pus are organized primarily for URI  students and their 
guests.  Guest  regist rat ion described here is required to enhance security 
during events.   The sponsoring group or the individual w ho hosts 
guests m ay be held responsible for  guest  m isconduct  occurr ing during 
or outside the funct ion. Appeals for the except ions to this policy should be 
addressed to the Director of the Memorial Union. 

• Non-URI  college students at tending registered social events must  sign in with 
two form s of ident ificat ion, one of which must  be a current  valid college I D 
and one of which m ust  have a photo.  Guests who are not  current ly enrolled 
at  another college must  be signed in by a URI  student .  URI  students can 
sponsor one  non-student  guest  and assum e responsibilit y for guest  behavior.  

 
Cash Handling 
 
Cash Box orders m ust  be placed 2 4  hours PRI OR to any scheduled event  for 
which one is needed.  You may request  an EMPTY CASH BOX ONLY when one is 
ordered later than that  ( less than 24 hours) .  All Cash Boxes must  be returned and 
fund deposited within 24 hours following the event . I f your organizat ion does not  
deposit  all funds within 24 hours, your organizat ion will be faced with ext reme 
penalt ies.  Cases may result  in total suspension of all pr iv ileges. 
Extrem e penalt ies are defined as the follow ing: 

• All execut ive members involved will be removed from  their posit ions.  
• All organizat ions involved will have their budgets frozen unt il all the funds are 

recovered.  

• An equivalent  amount  lost  at  the event  will be deducted from the 
organizat ions budget  allocated from  the Finance com m it tee due to fiscal 
m ism anagem ent . 

 
Dam age 
 
Your organizat ion m ust  take all possible steps to avoid dam age to organizat ion or 
University property at  your events.   

• Both security and m aintenance m ust  not ify the Senate of any dam age to 
property, out -of- the ordinary clean-up expenses, or security breaches.   

• I f any of these occurs, your organizat ion will be required to meet  with the 
appropriate Student  Senate Com m it tees to discuss the problem .   

• I f abuses occur a second t ime within the same academ ic year, the Finance 
Com m it tee will levy a penalty equal to the cost  of the abuse and this money 
will be placed in Cont ingency.  This m oney m ay be required to com e from  
Category 900 lines. 
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Procedures 
 
 

Student  &  Staff Expectat ions for  Events 
 

Events with over 50 guests in expected at tendance may need to have a University 
staff person in at tendance to serve as an event  manager.  I t  is the responsibility of the 

student  organizat ion to secure that  URI  staff person and have the appropriate 
paperwork submit ted to the Scheduling Office in the Memorial Union.   

 

 
Expectat ions Of URI  Staff Person 
 

• At tend ent ire event  from  pre-event  inspect ion to conclusion. 
• Prior to the event , com plete the fire and safety venue pre- event   

inspect ion form  and return form  to MU Scheduling Office, Rm . 217. 
• Assure exit  locat ions are announced to guests at  the start  of event . 
• Assure that  the student  organizat ion and part icipants abides by all 

University Social Regulat ions as out lined in URI  Student  Handbook.  
• Assure the integrity of the venue. 
• Assure safety of guests. 

 
 

 
Expectat ions Of Student  Organizat ions 
 

• Spokesperson for the organizat ion should sign- in officers and fire personnel on 
a sign- in sheet .  

• Security m ay conclude an event  at  any t im e if illegal substances have been 
found or reported. 

• Determ ine where security personnel are to be posted for the event . 
• Review door procedures and who is responsible for what, including:  

o Student  organizers responsible for checking ID's at  the  
           doors to ensure student / guest  status. 

o Student  organizers responsible for maintaining control of all entrances 
and windows to ensure that  no unauthorized entrance occurs. 

o Mutually agree on a “contact  person”  from the organizat ion.  This 
person will have authority to make on-site decisions regarding the 
funct ion. 

• Confirm starts and finish t imes for the event  (15 m in. before closure last  song 
played) . 

• The students working the event  must  realize that  they are working and not  
at tending the event .  

• Students working the funct ion should have some type of ident ificat ion not ing 
their status ( this could be in the form of a nametag, T-shirt , arm band, etc.) . 

• Students need to be aware of the room/ facility capacity and stay within those 
lim its.  The best  way to ensure this is by selling t ickets. 

• I nform  technical support  that  noise level should not  exceed 90 decibels. 
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ACADEMIC CALENDAR 

 

  2005-2006 2006-2007 2007-2008 2008-2009 

FALL 2005 2006 2007 2008 

Labor Day, classes do not 
meet, offices are closed Sep. 05 Sep. 4 Sep. 3 Sep. 1 

Advising Day Sep. 06 Sep. 5 Sep. 4 Aug. 29 

Classes begin Sep. 07  Sep. 6 Sep. 5 Sep. 2 

Last day to drop "Early 
Drop" courses Sep. 16  Sep. 15 Sep. 14 Sep. 12 

Last day to ADD and to ADD 
Pass/Fail Option 

(Last day to drop with billing 
adjustment) Sep. 20  Sep. 19 Sep. 18 Sep. 16 

Columbus Day, classes do 
not meet, offices are closed Oct. 10  Oct. 9 Oct. 8 Oct. 13 

Monday classes meet Wed, Oct. 12  NA Wed, Oct. 10 NA 

Mid-semester Oct. 24  Oct. 23 Oct. 22 Oct. 22 

Last day to DROP courses 
(billing adjustment not 
applicable after add period). Nov. 1  Oct. 31 Oct. 30 Oct. 29 

Midterm grades for 
freshmen due in Enrollment 
Services Office by 5:00 PM Oct. 25 Oct. 24 Oct. 23 Oct. 23 

Last day to CHANGE from 
Pass/Fail Option Oct. 24  Oct. 23 Oct. 22 Oct. 22 

Election Day, classes do not 
meet, offices are closed NA Nov. 7 NA Nov. 4 

Thursday Classes Meet NA NA NA NA 

Veteran's Day, classes do 
not meet, offices are closed NA NA Nov. 12 Nov. 11 

Tuesday classes meet N/A Wed., Nov. 8 NA Wed, Nov 12 

Thanksgiving Recess, 
classes do not meet Nov. 24-27 Nov. 23-26 Nov. 22-25 Nov. 27 - 30 

Classes end Dec. 9  Dec. 11 Dec. 10 Dec. 8 

Reading days Dec. 12-13  Dec. 12-13 Dec. 11-12 Dec. 9 - 10 

Final Examinations Dec. 14-16, 19-22 Dec. 14-15, 18-22 Dec. 13-14, 17-21 

Dec. 11 - 12, 15 - 
19 

Final Examinations 
Make-Up Day Dec. 23 Dec. 23 Dec. 22 Dec. 22 
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Final grades due in e-
Campus by 5:00 PM Dec. 27 Dec. 27 Dec. 26 Dec. 24 

Official Date of December 
Graduation Dec. 30 Dec. 29 Dec. 31 Dec. 31 

Commencement May 21, 2006 May 20, 2007 May 18, 2008 May 24, 2009 

          

SPRING 2006 2007 2008 2009 

Advising Day  Jan. 20  Jan. 19 Jan. 22 Jan. 23 

Classes begin Jan. 23  Jan. 22 Jan. 23 Jan. 26 

Martin Luther King Jr. Day 
Classes Do Not Meet NA NA NA NA 

Monday classes meet NA NA NA NA 

Last day to DROP "Early 
Drop" courses Feb. 1 Jan. 31 Jan. 31 Feb. 4 

Last day to ADD and to ADD 
Pass/Fail Option 
(Last day to drop with billing 
adjustment) Feb. 3 Feb. 2 Feb. 4 Feb. 6 

Washington's Birthday, 
classes do not meet, offices 
are open Feb. 20 Feb. 19 NA Feb. 16 

Monday classes meet NA NA NA NA 

Mid-semester Mar. 21 Mar. 14 Mar. 7 Mar. 20 

Midterm grades for 
freshmen due in Enrollment 
Services Office by 5:00 PM Mar. 22 Mar. 14 Mar. 10 Mar. 30 

Spring Break, classes do not 
meet, offices are open Mar. 13-19  Mar. 19.25 Mar. 17-23 Mar. 23 - 29 

Last day to DROP courses 
(billing adjustment not 
applicable after add period). Mar. 27 Mar. 26 Mar. 24 Mar. 30 

Last day to CHANGE from 
Pass/Fail Option Mar. 21 Mar. 14 Mar. 7 Mar. 20 

Classes end May 1 Apr. 30 Apr. 29 May 4 

Reading days May 2-3 May 1-2 Apr. 30, May 1 May 5-6 

Final examinations May 4-5, 8-12 May 3-4, 7-11 May 2, 5-9, 12 May 7-8, 11-15 

Final grades due in e-
Campus by 5:00 PM May 16 by 1:00PM May 15 by 1:00PM May 15 by 1:00PM May 19 by 1:00PM 

Graduate Commencement 
Ceremonies May 20 May 19 May 17 May 23 

Commencement May 21  May 20 May 18 May 24 

 


