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[bookmark: _Toc196215837]Event Requests for Registered Student Organizations
The privilege of space reservations is only available to registered student clubs and organizations. Individuals cannot request space. 

[bookmark: _Toc196215838]Event Requirements
All registered student organizations (RSOs) events held on campus must be submitted via an event request on 25live.
If an event is virtual, an event request on 25live is not needed; however, this event should be listed on the club or organization’s myBar for tracking purposes.

[bookmark: _Toc196215839]Space Requests
Once officially registered and 25live scheduling is opened, RSOs can request space on campus. 
RSOs cannot host on-campus events or reserve on-campus space during the following:
· [bookmark: _Hlk195019323]Week Zero/CPP Fest Week
· Campus closures
· Holidays
· Finals Weeks*
· Commencement Week
· Winter Intercession
· Spring break
· Summer Intercession
*RSOs cannot schedule beyond the last day of classes per semester. For the academic calendar, please refer to https://www.cpp.edu/academicplanning/academic-calendar/index.shtml. 
**The Bronco Leadership Center may determine additional blackout dates and will email them to all active RSO schedulers.
***Exceptions to the blackout scheduling dates will be reviewed on a case-by-case basis by the Event Review Committee.***

[bookmark: _Toc196215840]On-Campus Event Approvals Processes
1. The scheduler submits the event request for their club/org at least 10 business days before the event. (Please see the timelines below for recommendations based on the type of event.)
2. Scheduler is emailed a required task list of to-do items based on the specifics of the event request. This information is accessible on the task list tab of the event request.
3. The scheduler must complete the required task list of to-do items at least five business days before the event to avoid having it canceled.
4. Schedulers can outreach to the appropriate task approving office/person  (ex, Risk Management)
a. Inquiries regarding task list approvals should be addressed to the specific individuals listed in the assigned to section of the task.
b. The comments section can provide additional insight regarding the status of the task.
5. Scheduler must periodically check the required approvals list. If they notice all items have been approved, they may email leadership@cpp.edu with the event request number to ask that the event request be CONFIRMED.

[bookmark: _Toc196215841]Off-Campus Event Process
This process is currently being updated. We will notify all RSOs when this process has been finalized.

[bookmark: _Toc196215842]Important 25live Information
1. Only registered clubs and organizations can submit event requests.
2. Only the approved scheduler, who should be listed on the official club/org myBar roster, can submit event requests on behalf of the club/organization.
a. The scheduler is the event requestor and should be listed as the event requestor to avoid access issues.
b. If an advisor, staff member, faculty member, or other student submits an event request for a club/organization, the event request will be CANCELLED.
3. All event requests are tentative until all associated tasks are completed, all approvals have been given, and the Bronco Leadership Center staff has changed the event request status to CONFIRMED.
4. The scheduler/event requester of the hosting club or organization is responsible for ensuring that their event request is CONFIRMED before their event.
5. All task requirements must be submitted as soon as possible. If documentation or items to complete tasks are not received five business days before the event, your event will be CANCELLED.  
6. If a required task has been denied, the scheduler must contact the denying department to understand better how this impacts the event request moving forward and getting confirmed.
7. Once an event has been confirmed, the requester/scheduler can no longer edit it on 25Live.
a. To cancel the event or request edits, the event requester/scheduler must email leadership@cpp.edu with the event request number and any needed changes.

[bookmark: _Toc196215843]Types of Events
· Handbills
· Handing out posters, flyers, postcards, etc., with information about an event or group. Can be done outside without a 25Live reservation or stamp request
· Tabling
· Setting up a table on campus in outdoor locations with equipment (chairs, pop-up tent, table, etc.) requires a 25Live reservation.
· Fundraisers & Sales
· Selling items to raise funds for a club or organization. Profit share events with private companies. These events require a 25Live reservation.
· Monies collected in the name of the Student Organization must be maintained in a University or Auxiliary Organization bank account. Electronic payment methods such as Venmo, PayPal, and Zelle are considered off-campus bank accounts. 
· Student organizations that are required to hold an off-campus bank account through national affiliation or by affiliated local organizations with a separate 501(c) status may do so with the approval of the Vice President for Administrative Services (or designee). 
· For more information on policy requirements, read the Administration of Student Organization Funds full policy text (calstate.policystat.com).

[bookmark: _Toc196215844]Timeline for Submitting Event Requests
All event requests must be submitted at least 10 business days before the event. However, depending on the specifics of your event, they may require more time to process. 
· Standard events include information tabling by a singular campus group, regular meeting spaces (with no off-campus speakers or guests involved), study hall sessions, and/or fundraisers (to last no longer than 4 hours) sponsored by students, employees, or University-affiliated departments or groups. 
· The requesting individual or group must request within 25Live at least 10 business days in advance (no same-day reservations allowed)
· Tabling by multiple campus groups at the same event, and unpaid speaking engagements with off-campus speakers or attendees, publicized outside the sponsoring organization but intended solely for a CPP audience.  
· The requesting individual or group must request within 25Live at least 15 business days in advance.
· If reserving a location that requires staffing, the individual or group must request it in 25Live at least 30 business days in advance.
· Engagements with paid speakers and programs or events publicized outside the sponsoring organization but intended solely for a CPP audience, where an authorized University official has determined, on a viewpoint-neutral basis, that the program or event requires ticketing or entry by invitation only. 
· The requesting individual or group must reserve within 25Live at least 25 business days in advance.  
· Events or programs open to the general non-CPP public and may include youth, ticketing, and national conferences. This tier typically includes contracts with off-campus vendors and/or speakers who are expected to attract Non-Affiliates (guests) to campus.  
· The requesting individual or group must request the event in 25Live at least 50 business days in advance.  

[bookmark: _Toc196215845]Outdoor Events
Outdoor events must be submitted AT LEAST 10 business days before the event.
All outdoor events require a Special Event Permit from Facilities. 
Outdoor events may also require a Fire Marshal Permit. A Fire Marshal Permit is required for one or more of the following items, or when deemed necessary by Facilities Planning and Management:
· Stage over 400 square feet and/or trellis (this does not apply if they are using the stage at Bronco Commons and Pancakes)
· Tent and shade sails over 400 square feet
· The estimated capacity for the event is over the maximum capacity for the venue
· Inflatable attractions and carnival rides
· Food Truck and Food vendors cooking onsite
· Any use of flammable gases (i.e., helium)
[bookmark: _Toc196215846]Amplified Sound Policy
Amplified sound must be requested in 25Live and approved by the Bronco Leadership Center.
Amplified Sound includes:
· Music or speech
· Sound systems & microphones
· Bull horns
· Musical instruments 
All event requests for amplified sound will be reviewed for:
· Proximity to classes: if the amplified sound will disrupt classes in surrounding buildings, it will be denied
· Proximity to other events: If two events are located close together, their sound cannot interfere. The event requested first takes priority.
Please note that sound checks may be conducted at lower volumes 60 minutes before the start of your event. 
The BLC may permit amplified sound for some events, but may request that volumes remain low, considering surrounding classes and buildings.
If the Bronco Leadership Center receives a noise complaint, BLC staff may ask the event to shut down its amplified sound.
**Amplified Sound is automatically permitted during U-hour, Tuesdays & Thursdays from 12pm-1pm outdoors; however, approval is still required on your 25live event request.**
[bookmark: _Toc196215847]Request for ASI equipment
ASI only provides equipment to outdoor locations in limited circumstances with 20 business days’ advance notice. Spaces with ASI support are limited to the Bronco Commons and University Park. Depending on staffing at the Bronco Student Center, requests for equipment, even with advance notice, may still be denied.
To request equipment from ASI, make an event request in 25Live. Then contact ASI’s Conference & Events to request the equipment. You will need to provide them with your 25Live Event ID number. They will add the equipment to your reservation.

[bookmark: _Toc196215848]Indoor Events
Indoor events must be submitted AT LEAST 10 business days before the event
[bookmark: _Toc196215849]Events with Food/Beverages
Public events with food and/or beverages require a Temporary Food Facility (TFF) Permit from Environmental Health & Safety. This is to ensure the public does not become ill. Public events include:
· Food sales
· Giveaways
To apply for a TFF, complete the Food Permit Application at https://www.cpp.edu/ehs/public-health-program/food-safety.shtml. Food Permit Applications must be submitted at least 10 business days before your event, and require your 25Live Event ID number.
Internal, private, and invitation-only events are generally exempt from the TFF Permit because they are considered private.
For all questions regarding events with food and TFF Permits, please get in touch with CPP Environmental Health & Safety at https://www.cpp.edu/ehs/index.shtml. 
[bookmark: _Toc196215850]Movies/copyright 
A Public Performance License must be submitted at least 10 business days before your event.
Films in the public domain do not require permits.
Copyrighted materials, including films, videos, and music, are subject to restrictions on public performance by law. The event sponsor's ultimate responsibility is to adhere to copyright law and secure public performance licenses for the use of copyrighted materials. 
It is unlawful for student organizations to show copyrighted films to their members without obtaining a public performance license. It is relatively easy and usually requires no more than a phone call. Fees are determined by such factors as the number of times a particular movie will be shown, how large the audience will be, etc. While costs vary, they are generally inexpensive for smaller performances. The major firms that handle these licenses include:
· Criterion Picture USA, Inc. 1-800-890-9494; www.criterionpicusa.com  
· Swank Motion Pictures, Inc. 1-800-876-5577; www.swank.com  
· Motion Picture Licensing Corp. 1-800-338-3870; www.mplc.com  
A student organization officer must show a public performance license or proof of permission from the copyright owner to show the work publicly on campus. 
Ownership, rental, or borrowing a film/video from a library does not constitute public performance rights.
The Motion Picture Association of America (MPAA) and its member companies are dedicated to stopping film and video piracy in all its forms, including unauthorized public performances. The motion picture companies will go to court to ensure their copyrights are not violated. Lawsuits against cruise ships and bus companies have been filed for unauthorized on-board exhibitions. If you are uncertain about your responsibilities under the copyright law, contact the MPAA, firms that handle public performance licenses, or the studios directly. 
Per the United States Copyright Revision Act of 1976, the following guidelines apply: 
· All non-private exhibitors of registered copyrighted videos or DVDs must obtain a public performance license. 
· The copyright laws apply whether or not an admission is charged. 
· Local video stores are in the business of renting video-cassettes and DVDs for home use only and they cannot provide legal protection or advice. 
· Personal ownership of the videotape or DVD and the right to show it publicly are two separate issues. 
· The copyright holder retains exclusive public performance rights to that program.
· The purchase of a videocassette or DVD from any source such as a local video store or retail outlet does not convey or carry with it the right to exhibit that cassette or DVD in public or semi-public locations. 
“Willful” infringement for commercial or financial gain is a federal crime punishable as a misdemeanor, carrying a maximum sentence of up to one year in jail and/or a $100,000 fine. Even inadvertent infringers are subject to substantial civil damages, ranging from $500 to $20,000 for each illegal showing.

[bookmark: _Toc196215851]Alcohol and Other Drugs
Alcohol and Other Drugs are not permitted at registered student club and organization events.

[bookmark: _Toc196215852]Cleanliness of Facilities and Events
RSOs are responsible for leaving the space as they found it, which includes the following standards:
· Dispose of garbage
· Remove all leftover food/beverage items
· Turn off all equipment
· Return the room to the same condition it was found in
· Immediately notify facilities of any spills and/or stains to the carpet or floors
· Report any issues with the technology or damages to the room

Failure to follow the policy may result in disciplinary action, including suspension of student organization privileges.

[bookmark: _Toc196215853]Event Marketing
Posting
The privilege of posting on campus is only available to registered student clubs and organizations.
*Exemptions are made for students conducting IRB Research. IRB postings also require the IRB approval number on flyer.
[bookmark: _Toc196215854]Requirements for Approval to the Campus Calendar 
If your group would like its event posted on the Campus Calendar, it should be open to the public (i.e., not an e-board or invite-only event).
[bookmark: _Toc196215855]Instructions To Request Approval 
To be posted to the Campus Calendar, your scheduler must:
1. Check the box in 25Live requesting the reservation be posted
2. Complete the Event Description box in 25Live. (This information will be visible on the calendar.)
a. For the Event Description:
i. Write a description that creates interest in your event, such as what you read in a flyer or invitation. This is your opportunity to attract your audience. Keep abbreviations/acronyms minimum or add the full name after the abbreviation in parentheses. Ex. CPP (Cal Poly Pomona)
ii. Provide a clear Call to Action. Does the event require advance registration, or do attendees just show up at the location? If registration is required, provide a link or location where they need to register.
iii. Specify your audience - This calendar is visible to the public, so it is important to note who is expected to attend. For example, if a prospective student sees your event, are they welcome to attend? If so, indicate "open to prospective students". Typical audiences include Future Students, Students Only, Prospective Club Members, Faculty/Staff, Family and Friends, or Open to the Public.
*The Bronco Leadership Center decides what is posted on the calendar. If the above requirements are not met, BLC staff will deny approval for the Campus Calendar. 
Please note that the scheduler can edit their event request to make changes to the request and email to review changes. Denial of posting to the Campus Calendar will not affect whether the event request gets confirmed. Once confirmed, the event can only be edited by the BLC staff.
[bookmark: _Toc196215856]Requirements for Print Marketing Materials
All posted materials must have the BLC stamp of approval.
For the BLC to approve posting materials, the following information must be included on the posting:
· Sponsoring club/org name or department name
· Date and location of event
· Contact info: email or phone number
 Failure to include the above will result in the stamp request being rejected.
[bookmark: _Toc196215857]Posting sizes
· Posters cannot be larger than 11”x17”
· Staking flyers cannot be larger than 8.5” x 11”
[bookmark: _Toc196215858]Stamp Request Expectations
The stamp will provide the end date of your posting, which is the last day it can be posted on campus. 
All postings must be removed by the date on the stamp. 
The Date on the Stamp is determined by the following:
· Dated event: Events with a specific date 
· The end date will be the day after the event 
· Undated event: Events that do not specify a date, such as weekly club meetings
· The end date will be one month from the day the stamp was requested
· ASI Elections Flyers 
· The end date will be the day after the elections close
· IRB Research 
· The end date will be one month from the day the stamp was requested
*The BLC may grant extended end dates to campus departments that advertise for a semester, such as ASI Elections, Kellogg Gallery, Common Read, University Library, Athletics, and Theater Department.
[bookmark: _Toc196215859]Approved Posting Locations
· Generally available public bulletin boards
· Boards that are covered or locked are reserved for college/department use
· Department boards with department permission

[bookmark: _Toc196215860]Prohibited Posting Locations
· Trees
· Light posts
· Trash cans
· Walls
· Campus department owned A-frames
· Glass windows or glass walls 
**Please note: Facilities may grant special permission to specific campus departments & registered student organizations; however, proof of special permission must be emailed to leadership@cpp.edu to ensure postings are not removed.  
[bookmark: _Toc196215861]Other Posting Locations
To post in these locations to post in these locations after receiving your stamp, you will need to contact these departments directly and follow their specific posting policies. 
· Library
· University Housing Services/Residence Halls
· Bronco Student Center/BRIC/ASI
[bookmark: _Toc196215862]How to Request a Posting Stamp
1. Follow the “Request a Stamp link at https://www.cpp.edu/blc/index.shtml
2. Log in to Adobe Sign with your CPP sign-on 
3. Add the Organization Name at the bottom of the first page
4. Complete the form on the next page with the last date of posting and type of posting, and upload your document. 
5. Digitally sign the form.
6. The BLC will receive your request and either approve or deny it.
7. If approved, you will be emailed a digital copy of a stamp.
8. Place that stamp on your document before printing your posters and posting.

[bookmark: _Toc196215863]Chalking requirements
A. Time: Daily, 8 a.m. to 8 p.m., except for current Cal Poly Pomona registered students, RSOs, staff, and faculty who may chalk at any time in conformity with this policy. 

B. Place: 
a. Chalking is permitted only on flat, horizontal, exterior surfaces, such as sidewalks and plazas. Chalking must be located at least 20 feet away from building entrances and may not be located under an overhang, canopy, or other cover. 
b. Chalking is prohibited in all other locations, including but not limited to: stairs, structures, buildings, walls, fences, gates, steps, windows, posts, lawn areas, railings, trees, signs, traffic control signs, vehicular roadways, bike lanes, utility poles, construction fences, vehicles, in planted garden areas or flowerbeds, newspaper racks, campus directories, within ponds or fountains, or on trash or recycle bins. 

C. Manner: The form of chalk must be washable with water. Spray chalk is NOT allowed. Requests to chalk must conform to the following procedures: 

a. A request to chalk, including date(s), location, the name of the responsible individual(s) or organization(s) and a commitment to clean and remove the chalking (following university guidelines) must be submitted to The Bronco Leadership Center (leadership@cpp.edu) at least two weeks prior to the date requested. 
b. Those who chalk, like those who post temporary signage, shall identify the organization(s), group(s) or individual(s) responsible for the chalking on the chalk-marked sign. Message content will not be considered in University or ASI reviews of requests to chalk. 
c. Chalking must not unreasonably interfere with pedestrian traffic. A five-day maximum duration must be observed. Removal must be scheduled to avoid disruption of campus activities. 
d. Should the responsible individual/organization chalk without permission or fail to adhere to the written removal plan, cleanup may be performed by the University and charged to the sponsor(s). 
[bookmark: _Toc196215864]Staked Signs
Staked temporary signs are not to exceed 8.5”x11” and may be placed on surveying stakes, not to exceed 36” in height. Staked temporary signs are to be placed in shrub areas. They are not allowed to be placed on lawn areas. Staked temporary signs may not advertise for longer than one week. Both stakes and signs must clearly identify the name of the organization sponsoring the activity. Violations will result in the removal and disposal of the signs without notification.
For more information, please refer to https://www.cpp.edu/free-speech/policies.shtml.
[bookmark: _Toc196215865]Posting Removal
The organization or person responsible for placing signage shall be responsible for its removal no more than two weeks after its posting or, if it is advertising an event, when the event is over. 
In order to ensure maintenance of an uncluttered, attractive and safe campus, the University otherwise reserves the right to remove signage (non-commercial and commercial) if it is not in compliance with University policy, if it has been posted for more than two weeks, or if the event it advertises has taken place, whichever comes first. Signage may also be removed when damaged, displaced, or weathered so that it is no longer legible. Organizations or persons who fail to remove signage in a timely manner may be held responsible for the cost of its removal. 
[bookmark: _Toc196215866]Requirements for Approval on MyBAR
MyBar is an excellent resource for marketing your events and an ideal virtual event platform. Events in myBar can track attendance and allow you to email RSVPs quickly in one place.
BLC staff review event marketing submissions weekly. 
The following information must be included on the event submission:
· Date and location of event
· Description of the event/activity(ies)
· Contact info, email, or phone number for accommodations
· 25live event request #, if in-person event*
The following information is not required, but will be reviewed if included:
· Posting/Graphic
· RSVP questions
· Post-event feedback questions
*In-person events must include the 25Live event request number. Event requests must be confirmed before they can be approved for posting in myBar.
If issues are found with the event submission, a BLC staff member will write comments.
[bookmark: _Toc196215867]Instructions
1. From your organization’s myBar page, open the Events. 
2. Click the “Create an Event” button. Complete the pages with the details of your event. Select the audience for your event (public—anyone can see your event, Students and staff at myBAR—anyone who can sign on to myBAR, Organization Members—only those listed on your organization’s roster, Invited Users Only—only people you invite via myBar).
3. Submit your request. Bronco Leadership Center staff will review your submissions weekly. Any questions regarding your submission will come from myBar. 
[bookmark: _Toc196215868]Things to Remember When Event Planning
· ALL RSO events utilizing on-campus facilities must be requested through 25Live, and the request must have a status of “Confirmed” for the event to occur.
· RSOs are responsible for being aware of and familiar with the policies and procedures outlined in the Club and Organization Handbook. Failure to be aware of policies shall not be sufficient grounds for granting waivers or exemptions from them.
· All RSO event requests are tentative until CONFIRMED by the Bronco Leadership Center. RSOs may not publicize events before the event request’s confirmation.
· In case of event requests for the same date/time conflict, priority will be given to the requester who requested first. Please ensure you select to include the requested items when viewing potential spaces.
· No RSO events can be scheduled during Week Zero/CPP Fest Week, Campus closures, Holidays, Finals Weeks, Commencement Week, Winter Intersession, Spring break, and Summer Intersession.
· All RSOs are responsible for all voluntarily incurred debts related to their events.
· Each organization will operate itself and conduct all events under federal and state laws, local ordinances, official CSU and university policies, and bylaws within the organization itself.
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