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Title Responsible Executive:
Vice President for

. . A Administrative Services &
Use Of University Facilities Finance

Responsible Office:
Campus Reservations

POLICY
STATEMENT

It is the University's policy to use University facilities as efficiently
and effectively as possible, giving priority to events that are solely
managed and coordinated by University faculty, staff or student
groups. In accordance with FGCU-PR9.001 the University will
establish event classification requirements related to space
usage fees, contract and insurance requirements.

REASON FOR
POLICY

DEFINITION OF
TERMS

Apply consistent university standards for event requirements,
fees, contracts and insurance in relation to the event
classification and rate structures set forth in FGCU-PR9.001. To
provide for compliance with this regulation and associated
requirements, a staff member will be assigned as the Facility Use
Custodian for facilities scheduled, managed and coordinated by
areas other than the department of Campus Reservations.

Coordinate: The planned organization of university and vendor
services associated with an event.

Event: A gathering using a reservable space.

Facility Use Agreement: Contract signed by an outside group
for co-sponsored and private group events.

Facility Use Custodian: Staff member assigned to schedule,
coordinate and manage a specific facility.

Fee Estimate Form: Written estimate of facility and service
charges associated with an event.

Governmental Entity: Federal, state, county, city or other
agencies and its affiliates.
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Manage: Oversight of event planning and activities, including
coordination of services, contract creation and fulfilment, fee
invoicing and collection, communication to stakeholders and
other action needed to safely execute an event in compliance
with University regulations, as well as local, state and federal
laws.

Memorandum of Understanding: Signed agreement by an
FGCU department or group acknowledging the event is FGCU
managed and coordinated and assumes liability for any damages
or charges incurred during the event.

Non-Profit: Group or entity with a valid 501c3 certification.

Notification: Courtesy information regarding events occurring in
or around a facility with a space approver.

Schedule: To enter events in the university scheduling system.

Space Approver: Staff member designated to approve use of
specific space on campus.

Requisite Events:

1. Events coordinated and managed solely by the University
schools, colleges, departments, departmental centers,
institutes and grants conducting official University activities.
These events must be pertinent to the daily operation and
mission of the University, as determined by Campus
Reservations.

2. Events coordinated and managed solely by the Student
Government, University Student Organizations officially
registered through the Division of Student Affairs or those
groups pending registration who have been authorized by the
Office of Student Involvement.

Non-Requisite Events:

1. Events that are coordinated and managed by the University
schools, colleges, departments, departmental centers,
institutes, or grants in conjunction with an outside group.
These events must be related to the mission of the University,
as determined by Campus Reservations.

2. Events that are coordinated and managed by Student
Government, University Student Organizations officially
registered through the Office of Student Involvement or those
groups pending registration who have been authorized by the
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Office of Student Involvement in conjunction with an outside
group.

University Sponsored Event: Events that are managed and
coordinated by an outside group, but a University department,
group, college, center, institute or group has agreed to sponsor
the event and facilities use rental.

Private Events: Any for-profit organization, entity, or agency,
non-FGCU alumni associations, student, faculty or staff use of
University facilities for non-related University activities, or other
outside persons or groups not affiliated with the University.

GC31670_4

PROCEDURES EVENT CLASSIFICATION AND REQUIREMENTS

Requisite Events:

Requirements:

1. A contact from the University must coordinate the event with
Campus Reservations.

2. University contact must be in attendance at the event and
serve as liaison to Campus Reservations.

3. FGCU department must provide an FGCU account number for
charge back in the event that there are direct service related
fees associated with the event. If there are direct costs, an
FGCU account number must be provided on the signed Fee
Estimate Form no less than fourteen (14) days prior to the day
of the event.

Fees:

1. There is no space rental fee for requisite events as they are
deemed requisite University business. (See Appendices A, B,
C and D)

2. Fees will be charged for direct costs for extra services that are
requested and provided. Examples of these extra services
are: additional I.T. requirements, additional custodial
requirements, additional staffing requirements, additional
equipment rental, and the like.

Facility Use Agreement/Insurance:

1. A Facility Use Agreement is not required for requisite events
as these events are being managed solely by an FGCU
department.

2. Additional insurance will not be required for requisite events
unless the event contains an activity which deems it
necessary by Environmental Health and Safety.
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Non-Requisite Events:

Requirements:

1.

2.

3.

A contact from the University must coordinate the event with
Campus Reservations.

University contact must be in attendance at the event and
serve as liaison to Campus Reservations.

FGCU department must provide an FGCU account number for
charge back for all fees associated with the event. This
FGCU account number must be provided on the signed Fee
Estimate Form no less than fourteen (14) days prior to the day
of the event. (Payment will not be accepted by an outside

group.)

Fees:

1.

2.

Non-requisite events are given an 80% discount on all space
rental fees. (See Appendices A, B, C and D)

Fees will be charged for direct costs and for extra services
that are requested and provided. Examples of these extra
services are: additional I.T. requirements, additional custodial
requirements, additional staffing requirements, additional
equipment rental, and the like.

Facility Use Agreement/Insurance:

1.
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Non-requisite events require a one sheet memorandum of
understanding that is to be signed by the FGCU department
that is managing the event. This memorandum of
understanding states that the FGCU department is involved in
the management and coordination of the event, thus making a
Facility Use Agreement with the outside group unnecessary.
This memorandum of understanding also states that the
FGCU department acknowledges that their event is an FGCU
event; therefore their department is liable for any damages
that occur throughout the course of the event. If damages
occur during the course of the event, the FGCU department
must reimburse the University for all damages incurred. The
memorandum of understanding needs to be signed no less
than fourteen (14) days prior to the day of the event by the
dean or department director.

Additional insurance will not be required for non-requisite
events unless the event contains an activity which deems it
necessary by Environmental Health and Safety.
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University Sponsored, Governmental Entity, Non-Profit

Events:

Requirements:
1. University Sponsored Events

a. A contact from the University must be in attendance at
the event and serve as liaison to Campus
Reservations.

b. FGCU department must provide an FGCU account
number for charge back for all charges associated with
University Sponsored events. This FGCU account
number must be provided on the signed Fee Estimate
Form no less than fourteen (14) days prior to the day of
the event.

2. Governmental Entity and Non-Profit Events

a. Governmental Entity and Non-profit Events must have
an event contact in attendance at the event and serve
as liaison to Campus Reservations.

b. Event contact for Governmental Entity and Non-profit
Events must pay for all event-related charges which
are listed on the signed Fee Estimate Form no less
than fourteen (14) days prior to the day of the event.

Fees:

1. University sponsored, Governmental Entity and Non-Profit
events are given a 25% discount on all space rental fees.
(See Appendices A, B, C and D) (Florida Gulf Coast
University Alumni Association memberships must be verified.
Proof of 501c3 status must be provided.)

2. Fees will be charged for direct costs and for extra services
that are requested and provided. Examples of these extra
services are: additional I.T. requirements, additional custodial
requirements, additional staffing requirements, additional
equipment rental, and the like.

Facility Use Agreement:

1. University sponsored, Governmental Entity and Non-profit
events require a Facility Use Agreement to be signed by the
outside group. This Facility Use Agreement must be signed
by someone who has signature authority with the outside
group no less than fourteen (14) days prior to the day of the
event.
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Insurance:

1.

For University sponsored and Non—profit events, the outside
group shall carry and maintain comprehensive general liability
insurance, insuring against liability for bodily and personal
injury to or wrongful death of persons, or damage or loss of
property occurring in or about the premises arising out of
USER'’s use or occupancy thereof, in an amount not less than:

$1,000,000 Bodily Injury

$1,000,000 Personal Injury Liability

$1,000,000 Property Damage Liability
USER shall provide FGCU with proof of insurance in the
aforementioned limits no less than fourteen (14) calendar
days prior to the use of the Facility. Such proof may be in the
form of a Certificate of Insurance with endorsement attached,
which must be provided for all policies of insurance and
renewals thereof in a form(s) acceptable to FGCU and shall
name the FGCU BOT and its officers, agents and employees
as additional insureds. This provision is not applicable for
State or Governmental agencies. State and Governmental
agencies must provide a copy of their certificate of general
liability insurance which states that their agency is self-
insured.
Where applicable, and unless exempt, USER shall carry
Workers’ Compensation insurance in the statutory limits, as
required by Florida law.
FGCU shall be notified in writing of any reduction, cancellation
or substantial change in the policy or policies at least thirty
(30) days prior to the effective date of said action.
FGCU must be notified of any cancellation of insurance for
non-payment at least two days prior to the event.

Private Events:

Requirements:

1.

Event contact must be in attendance at the event and serve
as liaison to Campus Reservations.

2. Event contact must pay for all event-related charges which
are listed on the signed Fee Estimate Form no less than
fourteen (14) days prior to the day of the event.

Fees:

1. There will be no discount given on space related fees.

2. Fees will be charged for direct costs and for extra services
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requirements, additional staffing requirements, additional
equipment rental, and the like.

Facility Use Agreement:

1.

Private events require a Facility Use Agreement to be signed
by the outside group no less than fourteen (14) days prior to
the day of the event. This Facility Use Agreement must be
signed by someone who has signature authority with the
outside group.

Insurance:

1.

For Private events, the outside group shall carry and maintain
comprehensive general liability insurance, insuring against
liability for bodily and personal injury to or wrongful death of
persons, or damage or loss of property occurring in or about
the premises arising out of USER’s use or occupancy thereof,
in an amount not less than:

$1,000,000 Bodily Injury

$1,000,000 Personal Injury Liability

$1,000,000 Property Damage Liability
USER shall provide FGCU with proof of insurance in the
aforementioned limits no less than fourteen (14) calendar
days prior to the use of the Facility. Such proof may be in the
form of a Certificate of Insurance with endorsements attached,
which must be provided for all policies of insurance and
renewals thereof in a form(s) acceptable to FGCU and shall
name the FGCU BOT and its officers, agents and employees
as additional insureds. This provision is not applicable for
State or Governmental agencies. State and Governmental
agencies must provide a copy of their certificate of general
liability insurance which states that their agency is self
insured.
Where applicable, and unless exempt, USER shall carry
Workers’ Compensation insurance in the statutory limits, as
required by Florida law.
FGCU shall be notified in writing of any reduction, cancellation
or substantial change in the policy or policies at least thirty
(30) days prior to the effective date of said action.
FGCU must be notified of any cancellation of insurance for
non-payment at least two days prior to the event.

Facility Use Custodian:

A Facility Use Custodian will be appointed by the appropriate
Dean, Director or senior level position if and when an area is not
scheduled, managed and coordinated through Campus
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Reservations.

The Facility Use Custodian will enter events in the university
scheduling system upon receipt of reservation request and
confirmation of space availability.

The Facility Use Custodian will prepare a Fee Estimate Form
and/or other documents as outlined in the Event Classification
Requirements and deemed necessary by FGCU policy and
procedures. Notwithstanding, all Facility Use Agreements or any
Memorandum of Understanding must be prepared by
Procurement Services or the Office of the General Counsel. (All
forms/templates used must receive initial review from the Office
of the General Counsel.) A final invoice will be issued by the
Facility Use Custodian.

Room Restrictions, Approval and Denial:

1. Reasons to restrict use of a room:

a. Hazardous/Specialized Equipment - Contains specialized
equipment that can easily be accessed by a casual user of
the room.

b. Hazardous Materials — Contains hazardous materials or
chemicals that require management by a licensed or
designated staff or faculty member.

c. Unique Room Features — Room has unique features that
require special knowledge for care of the facility.

d. Maintenance and/or Construction are being performed.

2. Process for requesting restriction of room use:

When a space is built, remodeled or has a change of purpose,
the space stakeholders will meet with Campus Reservations
to document the changes in the University scheduling system
and space index. During this process the stakeholder will
state their request to restrict room use.

Requests meeting the standardized reasons to restrict room
use will be restricted in the University scheduling system for
the time or parameters specified in conjunction with
stakeholders.

If the request does not meet the standardized reasons to
restrict room use, Campus Reservations will request that a
statement of restriction be issued to Campus Reservations
from the appropriate Dean, Director or senior level position.
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e USEGF UNIVERSITY FACILITIES

All space restrictions will be included in a space index
detailing the room, reason for restriction, to whom the room is
specifically allowed, to whom the room is specifically
restricted, and if the space has a Facility Use Custodian.

3. Process for reserving a restricted room:

Restricted rooms will be assigned a Space Approver. The
Space Approver can freely make reservations for the
stakeholder department or other users in the University
Scheduling system through Campus Reservations. If a user
requests use of the room through Campus Reservations, the
Approver will be notified of the request which they can then
approve or deny.

Approval of space may not be unreasonably withheld and must
meet the criteria listed above.

HISTORY New 04/22/2010; Amended 02/08/2011
APPENDICES University Facility Rate Structure Appendices A, B, C and D
'APPROVED [/MLM A ; M 2/ /1
President Dat¢ /

L —
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University Facility Rate Structure

Appendix “A”

University

Sponsored, FGCU Non-
CAMPUS RESERVATIONS Gov't Entity, requisite FGCU
FACILITIES Private 501C3 business Requisite
Daily Rental Rate Full Price. 25 % Discount 80 % Discount  No Charge
Multi-Purpose Facilities
Ballroom Half $950.00 $712.50 $190.00 No Charge
Ballroom Whole $1900.00 $1425.00 $380.00 No Charge
Student Union Meeting Room 213 $550.00 $412.50 $110.00 No Charge
Student Union Meeting Room 214 $550.00 $412.50 $110.00 No Charge
Sugden Resort and Hospitality 110 $550.00 $412.50 $110.00 No Charge
Sugden Resort and Hospitality 111 $550.00 $412.50 $110.00 No Charge
Sugden Welcome Center 108 $500.00 $375.00 $100.00 No Charge
Lecture Halls
71 Seats - 130 Seats $500.00 $375.00 No Charge  No Charge
141 Seats - 200 Seats $750.00 $562.50 No Charge  No Charge
Classrooms and Computer Labs
Classrooms (up to 45 seats) $200.00 $150.00 No Charge  No Charge
Classrooms (46-70 seats) $250.00 $187.50 No Charge  No Charge
Computer Labs (up to 29 seats) $300.00 $225.00 No Charge  No Charge
Computer Labs (30+ seats) $350.00 $262.50 No Charge  No Charge
Outdoor Areas
AB3 Portico $150.00 $112.50 $30.00 No Charge
Library Green $1500.00 $1125.00 $300.00 No Charge
Half Library Green $750.00 $562.50 $150.00 No Charge
Library Patio $500.00 $375.00 $100.00 No Charge
Observatory Plaza $125.00 $93.75 $25.00 No Charge
Student Union Lawn $750.00 $562.50 $150.00 No Charge
Student Plaza $500.00 $375.00 $100.00 No Charge
Individual Parking Lot (Small-100
spots or less) $250.00 $187.50 $50.00 No Charge
Individual Parking Lot (Large 101
spots or more) $500.00 $375.00 $100.00 No Charge
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University Facility Rate Structure

APPENDIX “B”
University
Sponsored, FGCU Non-
Gov't Entity, requisite FGCU

ATHLETICS FACILITIES Private 501C3 business Requisite
Daily Rental Rate
Rentals over four hours Full Price 25 % Discount 80 % Discount  No Charge
Athletic Multi-Purpose Facilities:
Alico Arena Main Gym $1500.00 $1125.00 $300.00 No Charge
Alico Arena Auxiliary Gym $600.00 $450.00 $120.00 No Charge
Alico Arena Hospitality Suite $450.00 $337.50 $90.00 No Charge
Alico Arena Lobby $250.00 $187.50 $50.00 No Charge
Alico Arena $2500.00 $1875.00 $500.00 No Charge
Outdoor Sports Complex VIP Room $450.00 $337.50 $90.00 No Charge
Outdoor Areas:
Baseball Field $800.00 $600.00 $160.00 No Charge
Softball Field $700.00 $525.00 $140.00 No Charge
Soccer Field $800.00 $600.00 $160.00 No Charge
Tennis Courts (per 3 courts) $180.00 $135.00 $36.00 No Charge
Hourly Rental Rate (up to four hours)
Athletics Multi-Purpose Facilities:
Alico Arena Main Gym $100.00 $75.00 $20.00 No Charge
Alico Arena Auxiliary Gym $50.00 $37.50 $10.00 No Charge
Alico Arena Hospitality Suite $50.00 $37.50 $10.00 No Charge
Alico Arena Lobby $25.00 $18.75 $5.00 No Charge
Alico Arena $250.00 $187.50 $50.00 No Charge
Outdoor Sports Complex VIP Room $50.00 $37.50 $10.00 No Charge
Outdoor Areas:
Baseball Field $100.00 $75.00 $20.00 No Charge
Softball Field $75.00 $56.25 $15.00 No Charge
Soccer Field $100.00 $75.00 $20.00 No Charge
Tennis Courts (per 3 courts) $25.00 $18.75 $5.00 No Charge
FGCU Athletics Camp Rates:

FGCU Athletic Independent Camps:

Daily Rates: $350 per day (4 hrs or more) up to 100 participants.

$3.50 per day, per participant for camps with over 100
Flat rate for all Athletic Department participants.
facilities to include Alico Arena Main Daily Rates: $175 per day (less than 4 hrs) up to 100 participants.
Gym/Auxiliary Gym, Baseball Field, $1.75 per day, per participant for camps with over 100
Softball Fields, Soccer Field, Tennis participants.
Courts
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University Facility Rate Structure

APPENDIX “C”

CAMPUS RECREATION FACILITIES
Private

AQUATICS CENTER
Use During Normal Hours of Operation Non -Exclusive Use:

Lobby Area for Organized event

*general admission also applies $25/hr
Funbrella Area for Organized event
*general admission also applies $25/hr

Lane Reservation
*Includes: Access to facility, equipment, and exclusive use of rented lanes.

25 yard pool $10.00/lane/hr
Diving Boards (1 meter and 3-meter):

rent 1 board $20.00/hr
rent 2 boards $40.00/hr

50 meter pool $20.00/lane/hr

Swim Meets:

University
Sponsored,
Gov't Entity,

501c3

$25/hr

$25/hr

$10.00/lane/hr

$20.00/hr
$40.00/hr
$20.00/lane/hr

*Includes: Exclusive use of facility. 1 timing system & operator, custodial services, tents to
cover timers, public address system, lifeguards, access to office, Laptop/Printer with Meet
Manager software. Prices established in conjunction with the Aquatic Advisory board.

*Swim Meet with Timing System/operator $100.00/hr
*Additional Timing system/operator $25.00/hr
*Swim Meet with no Timing System/Operator $75.00/hr
*Additional use of office after meet $20.00/hr
Swim meet with Timing System/Operator during

weekday practice time of contracted swim teams

(maximum 2hrs). (The following services are not

provided; tents, custodial services, and separate
warm-up/down pool.) $30.00/hr
Lee County High School dual meets (use of facility

only and must be during hours of operation) $10.00/hr

$100.00/hr
$25.00/hr
$75.00/hr
$20.00/hr

$30.00/hr

$10.00/hr

FGCU Non-
requisite
business

$25/hr

$25/hr

$10.00/lane/hr

$20.00/hr
$40.00/hr
$20.00/lane/hr

$100.00/hr
$25.00/hr
$75.00/hr
$20.00/hr

$30.00/hr

$10.00/hr

FGCU
Requisite

No Charge

No Charge

No Charge

No charge
No Charge
No Charge

No Charge
No Charge
No Charge
No Charge

No Charge

No Charge
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University Facility Rate Structure

APPENDIX “C” Continued

Universit

OTHERCAMPUS RECREATION Sponsoreé,, EGCU Non-
FACILITIES Gov't Entity, requisite FGCU

Private 501c3 business Requisite
Daily Rental Rate Rentals over four hours Full Price 25% Discount 80% Discount No Charge
Recreation Field $600.00 $450.00 $120.00 No Charge
Half Recreation Field 1 $300.00 $225.00 $60.00 No Charge
Recreation Field 2 $300.00 $225.00 $60.00 No Charge
Outdoor Basketball Court $300.00 $225.00 $60.00 No Charge
Outdoor Volleyball Courts $300.00 $225.00 $60.00 No Charge
Waterfront $300.00 $225.00 $60.00 No Charge
Hourly Rental Rate (up to four hours)
Recreation Field 1 $150.00 $112.50 $30.00 No Charge
Recreation Field 2 $75.00 $56.25 $15.00 No Charge
Outdoor Basketball Court $75.00 $56.25 $15.00 No Charge
Sand Volleyball Courts $75.00 $56.25 $15.00 No Charge
Waterfront $75.00 $56.25 $15.00 No Charge

*U.S.A. Swimming Clubs and/or A.A.U. Swim and
Diving Clubs in Lee County may sign an annual
facility use agreement which outlines facility
usage rates, practice times, and conditions of
use. Practice rates may differ from those listed in

this facility rate structure.
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University Facility Rate Structure

Appendix “D” — Music Building

MUSIC BUILDING Private University FGCU Non- FGCU

Sponsored, requisite Requisite

Gov't Entity, business

501C3

Daily Rental Rate Full Price 25 % Discount 80 % Discount  No Charge
Recital Hall $2000.00 $1500.00 $400.00 No Charge
Rehearsal Hall $750.00 $562.00 $150.00 No Charge
Lobby $250.00 $187.00 $50.00 No Charge
Conference Room $300.00 $225.00 $60.00 No Charge
Outdoor Entry Patio $150.00 $112.00 $30.00 No Charge
Classrooms $200.00 $150.00 No Charge No Charge
Music Technology $300.00 $225.00 No Charge No Charge
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