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Letter from the Director:
Dear Colleagues,

The purpose of the Chickasaw Business Conference Center’s (CBCC) Policies and Procedures Manual is to establish the parameters and procedures for overseeing the CBCC facility, and the events held there on the campus of East Central University, Ada, Oklahoma. This document offers a listing of helpful resources, advertising and display policies, event planning and production, and basic conference center use guidelines.
This manual is an internal document, intended for CBCC use only. Its intent is not for outside use, or publication. If there is an area not covered in this manual, please notify the director so that steps can be made to add it, if applicable.
The guidelines listed in the manual do take into account safety and legal aspects of running our center, as well as fair and equal treatment for all of our constituencies and the public in general.
I appreciate the opportunity to provide a much needed service to the university and community.

Director,

Chickasaw Business Conference Center
Chickasaw Business Conference Center Mission
The overall mission of the Chickasaw Business Conference Center (CBCC) is to provide the campus community and the service area with a much needed welcoming space to hold events, conferences, workshops, etc. for up to 400+ people; to help provide an economic boost to our university and local economy; influence lives outside of the classroom by providing a setting that emphasizes service and support; and to provide a venue that will help educate students, faculty and staff at ECU as well as those throughout the state and beyond. 
Policies for users of the Business Conference Center

Business Conference Center Policy Information

CBCC Hours 
The hours of the CBCC facility are set to provide maximum service to meet the needs of the university, community and local area, and are based on the following criteria:

academic calendar, including breaks, summer sessions, winter break closing and national holidays. The CBCC is closed for university recognized holidays; therefore, reservations for these days are typically not accepted.  If an event is scheduled during a university holiday, an additional fee will be charged.
Normal operating hours for the CBCC and the CBCC offices are Monday through Friday from 8:00 a.m. until 5:00 p.m., excluding university holidays and campus closures. Any events outside of CBCC normal hours of operation will require a member of the CBCC staff to be present. 

Master Calendar and Event Schedule
The CBCC Director will maintain a current master calendar, and will accept reservations for two years beyond the current date. 

CBCC reservations may be made two school years in advance on a “first-come, first-served basis” with the CBCC management retaining the right to make changes when necessary. Unless otherwise specified in writing, the CBCC management shall maintain the right to schedule other events both before and after any currently contracted or tentatively scheduled events, without prior notice to the lessees involved. 

Events will be scheduled and reserved on a tentative basis until a deposit is paid for holding the space and a contract is signed by both parties. If a second party requests use of the same space during the same time period as a previously booked party, the individual or organization first requesting such date will be asked to return the Facility Use Contract and submit all deposits or other forms as stated in the contract. 

Insurance

At our discretion, Lessee shall furnish proof of liability insurance be provided at the lessee’s expense at least one month prior to the event. This insurance must contain the following: “East Central University is named as additional insured with respect to all activities by (lessee) held on the premises of the East Central University campus pursuant to insurance policy number XXX.” Such insurance policy shall provide for a minimum bodily injury and public property damage liability insurance of $1,000,000 per occurrence; said policy shall also provide for a 10-day written notice to East Central University prior to cancellation or any material modification of the insurance policy. Failure to comply with this stipulation may result in cancellation of the function or event, with lessee responsible for all costs incurred. 
Conference Center Rates 
The Conference Center Director will generate a quote based on your event requirements, and issue a contract to be approved by both parties.
Unless waived, a deposit that equates to 25% of the room rental fee (not including other miscellaneous fees or catering) is due upon signing the contract. The remaining balance must be paid within 30 days of receiving the invoice after the event is over, unless otherwise noted. Additional charges maybe incurred in the event of damages, late fees, breach of policies, or clean up after an event.
ECU Employee/Organization Rates
ECU faculty, staff, administrative units (departments, centers, schools, committees, colleges, divisions) and formally recognized student organizations may reserve the CBCC facility free of charge for on-campus, not-for-profit, school-related events that occur during CBCC normal hours of operations. 
ECU faculty, staff, administrative units, and formally recognized student organizations who wish to schedule events in CBCC that occur outside of normal operation hours (excluding ECU closures) will be charged a discounted rate of 25% of the non-profit conference center rental rate. Student organization sponsors must make reservations to use the CBCC and must be present at such events.
ECU faculty, staff, administrative units, and formally recognized student organizations who wish to reserve the CBCC for events (i.e. conferences, workshops, etc.) for recognized, non-profit school-related local, state, or national organizations to which they belong, may do so at a discounted rate of 50% of the non-profit conference center rental rate, provided the event occurs during CBCC normal hours of operation. 
ECU faculty, staff, and students who wish to reserve CBCC for such events outside of normal CBCC hours must pay 75% of the non-profit conference center rental rate.
ECU faculty or staff members who wish to reserve the CBCC for personal, non-ECU related events, may do so at the regular private conference center rental rate.

The CBCC management reserves the right to adjust rental rates when service levels change or when the best interest of ECU would be served. Current rates are detailed on the rate sheet.  Rental contracts will reflect this policy.

Sponsorship

ECU faculty, staff and student organizations may not serve as “fronts” for off-campus groups or organizations who wish to gain free use of the CBCC facility. The CBCC Director and/or Vice President for Administration and Finance will make the determination as to whether the event is on-campus versus off-campus sponsorship by considering the nature of the event and attendees, as well as past experience with respect to similar events and the event type.
ECU faculty, staff and student organizations may not hold event fundraisers in CBCC that will benefit off-campus persons, groups, and organizations. Those who wish to do so, must pay the full rental rate for the conference center. Fundraising events that take place in the conference center free of charge, must be solely for ECU student organizations, faculty, or staff. Fundraising events using food require pre-approval. Please refer to “Merchandise Sales” for the policy regarding off-campus persons, groups or organizations who wish to set up vendor booths for profit.
Off-campus groups or organizations who wish to reserve the CBCC facility to hold trainings, workshops, fairs, conferences, etc. solely for ECU faculty, staff or students may do so free of charge.
Forms 
Anyone wanting to reserve space in the CBCC must fill out and complete the CBCC Space Request Form that is available on the CBCC webpage. 
Conference Center Space Request 

The CBCC Space Request Form is an initial request for use of the CBCC, and provides general information regarding an event. This form includes contact information; dates; times; set up details: parking needs; catering needs; audio visual needs; expected attendance; and other information. This form will be required before a reservation will be considered final, or before a Conference Center Contract can be written. 

Conference Center Contract 
Contracts will be required for use from private and commercial entities as well as non-campus government or non-profit organizations.  The Conference Center Contract and deposit (unless waived) are required to make a reservation final. Your agreed upon time block will be shown on your contract. Anyone remaining in the building after the designated time will be subject to a $30/hour late fee. 

Contract Payments 
A non-refundable deposit of 25% of the total room/space rental is required to hold the space. The remaining balance will be invoiced along with additional expenses for added rental space used, audio visual or other miscellaneous costs.  Payment in-full will be due 30 days following receipt of the invoice after the event.  A late fee of 5% of the total cost of the event per month will be assessed for accounts 30 days past due. 

Modifications and Additions.
Modifications and additions will only be made when the standard provisions within this agreement do not define clearly the lessee’s use of facilities.

Cancellations
In the event of cancellation, the lessee must submit to the CBCC a cancellation notice in writing. Upon cancellation less than ten (10) business days in advance, the lessee will be responsible for the cost of catering ordered as well as the cost of any event needs that required non-ECU services, equipment or other needs.

In the event that ECU cancels an event, 100% of the deposit will be refunded and the lessee will not be responsible for other charges.

In the event that the cancellation is due to an emergency requiring the use of the ECU FEMA safe room, the deposit may be refunded, unless we are able to re-schedule your event in another location or on another date.
General Facility Policies 
FEMA Safe Room

The Foundation Hall of the CBCC is a FEMA designated safe room rated for winds up to 250 mph.  Foundation Hall is registered with FEMA as a post disaster shelter, and as such, the restrooms are equipped with showers and the campus has sleeping cots in the event that ECU is called upon to house people dislocated due to a natural disaster.  For anyone in the building when sirens sound, Foundation Hall is the safest location to shelter in place.  The room may also be utilized as a public shelter for a local emergency on short notice.  As such, it may be necessary to cancel an event that may already be in progress or scheduled for the near future.  These circumstances are beyond the control of ECU and are not subject to the cancellation policy.  CBCC staff will make every effort to accommodate the scheduled event(s) in other campus venues, or reschedule with the lessee.  Capacity of the safe room is 1900 persons standing.  Capacity for each room is posted and all posted capacity signs must be followed for the safety of everyone.

Objectionable Persons and Ejection 
Any person who engages in misconduct in the CBCC, may be ejected or requested to leave the premises. In the event that any objectionable person(s) refuses to leave the premises, the ECU Police will be requested. Neither ECU nor any of its officers, agents or employees shall be liable to any lessee for any reason. The term “objectionable person(s)” shall include those persons, who by virtue of disorderly conduct, drunkenness, disruptive behavior, violation of CBCC policy, city, state or federal law, obstructs or interferes with the intended use of the facility, or make the normal and proper conducting of business, of an event, or the enjoyment by others of such an event difficult or impossible. 

Data rooms and Classroom Scheduling
CBCC classrooms are generally not available for rent, or to be reserved.  In the event that classroom space is needed for an event, approval must be obtained from the Dean of the Business School, and/or his designee. CBCC staff have no rights or privileges pertaining to classroom rentals, located on the second and third floors of the CBCC. Lessees and their guests are not allowed in data rooms or in classrooms during class sessions.   If a visitor is discovered to have interfered with a class during a designated class session, there may be grounds for breach of contract or ejection. 

Pets and Service Animals

Pets and other non-service animals are prohibited from the CBCC.  As a public facility, the safety of people is of upmost concern; therefore, only certified service animals are allowed in the CBCC.  

Guest Business Center

CBCC Room 112 is a Guest Business Center (GBC) equipped with a computer and printer and basic office supplies.  The GBC is intended to be used by guest attendees using the CBCC for short term usage and small quantity printing.  The GBC may only be used during CBCC staffed hours.  If a guest is discovered to have caused any damages to the GBC or equipment or supplies, the lessee will be responsible for the replacement of damaged items and will be billed for the cost to replace or repair as well as excessive printing.  A copier is also available and only to be operated by CBCC staff.  The cost is $0.25 per page.  Copy requests will be accommodated as quickly as possible and will be billed to the final event invoice. The event contact must provide written authorization for copies to be added to the final event invoice.  Large quantity copy requests may be denied and the lessee may be referred to a local copy shop for such services.  It is, ultimately, the lessee’s responsibility to ensure sufficient copies are available for their use.

Courtesy 
The lessee will be aware that the CBCC is a multi-use facility with many activities throughout the building at one time. Every effort is made to coordinate all events, classes, conferences, and meetings as not to affect one another. Events, event set-up, participants and programs must be restricted to the rooms and auxiliary spaces assigned. Lessee, personnel, and participants must maintain a standard of courtesy while in the hallways and lobby so that other programs, meetings or classes are not disturbed. Lessee agrees that at all times they will conduct their activities with full regard to public safety, and 
will observe and abide by all applicable regulations and requests by agencies responsible for public safety. The failure on the part of the lessee to enforce these regulations with its personnel shall constitute a breach of such lessee’s contract agreement and may, at the sole discretion of management, be deemed cause for termination of such contract. Such failure may also adversely affect the ability of lessee to obtain future contracts for the use of the CBCC. 

Shipping and Storage 
The CBCC does not offer long-term storage space for any departments or programs. This includes storage of equipment, files, furniture, and office materials. In the receipt, handling, care or custody of property of any kind, shipped or otherwise delivered to the CBCC either prior to, during or subsequent to the use of the CBCC by a lessee, the CBCC and its director, representatives and employees shall act solely for the accommodation of such lessee and neither shall said director, representatives or employees be liable for any loss, damage or injury to such property. The storage or setup of items in CBCC must be removed immediately at the end of the event. If storage is required past the end of the event, advance permission must be obtained from the CBCC director. Conference groups shipping materials in advance are asked to communicate the size and number of packages being shipped. Materials should be shipped to arrive no more than three business days prior to the event. Materials being shipped should be sent to the following address:
(Name of Conference/Event)

c/o Chickasaw Business Conference Center, Rm 112

ECU
1100 E 14th Street

Ada, Oklahoma 74820-6999

Public Announcements 
The CBCC reserves the right to make public announcements during conferences, meetings or event times with every effort to not unreasonably interfere with lessee’s activity. Said public announcements may relate briefly to the CBCC or the welfare and safety of those attending the event. Lessee is prohibited from making public announcements other than those which pertain to the event for which this agreement is made, without prior written approval by the CBCC director. 

Electronic Devices/Amplification Equipment 
Ringing cellular phones, paging devices and text messaging typically occur throughout people’s daily lives.  The lessee is responsible for notifying its guests that all discussions taking place on phones and other devices must be done with respect for others around them, as well as other events that may be occurring simultaneously in the facility, which shall not be interrupted. In open areas inside the CBCC, the use of loud speakers, play-back devices, microphones, bullhorns, or other noise-making devices that interfere with other activities in the building are not allowed. In closed areas inside meeting rooms, amplified sounds must be kept at acceptable levels. The CBCC reserves the right to ask any group to bring their activity to within acceptable sound levels.
Wireless Internet
The CBCC is equipped with WiFi access.  All guests must agree to the terms and conditions provided upon initial access to TigernetOpen, the guest network. Failure to comply with the terms and conditions will result in the consequences set forth in those terms.

Lost Articles 
The CBCC or its staff is not responsible for lost or stolen items within the facility. The CBCC Director, or a designated representative, shall have the sole right to collect and to have custody of articles left in the CBCC by persons attending events presented in the CBCC. CBCC staff will make every effort to reunite such articles with their owners; provided however, that the CBCC staff will not be responsible for incurring any cost for returning articles to their owners. After a reasonable period of time (not less than thirty days), all unclaimed articles shall become the property of the ECU to do with or dispose of as its representatives shall deem fit. 

Artistic Freedom 
No attempt shall be made on the part of CBCC management or ECU to impose prior censorship of your event.  However, review of the nature of the event may be necessary so as to not conflict with the nature of another event occurring at the same time in the CBCC.  Any lessee and patrons however, will be responsible for compliance with all local, state and federal laws, in addition to the ordinances, policies and regulations of ECU. Further, no event shall be allowed or held in the CBCC which is illegal, indecent, obscene, immoral, or for any reason which, in the sole opinion of the CBCC management, would create a negative image or which would otherwise create public controversy. If a performance, exhibition, or entertainment is deemed as such by the CBCC management, the management reserves the right to stop an event at any time. If the CBCC exercises this right, all rental and other fees due to CBCC will remain the property of CBCC and any unpaid charges shall be considered payable to the CBCC. 

Political Activities

Political candidates may use or rent the CBCC facility, but only if all candidates are allowed the opportunity to use or rent the facility on equal terms and conditions. No individual, group or event may use the name, symbols or resources of the university to participate or intervene in any political campaign on behalf of, or in opposition to any candidate for political office. For example, using university letterhead, campus mail, campus telephones, or university email accounts are all prohibited activities.
Political signs and/or propaganda can only be placed in the university room or space rented.  Political signs and/or propaganda may be affixed to the door of the room rented; however, beyond that political signs and/or propaganda is off-limits on university property, buildings, walls, greenspace, grounds, etc. 

Alcohol 
The use of alcohol on campus is strictly regulated by the university and is not permitted outside the reserved facility/designated area. Serving alcohol at an event must be arranged through Chartwells, the campus caterer; or if Chartwells is unable, through a properly licensed caterer.  CBCC staff and Chartwells have first right of refusal for this service and service must be requested at least 30 days prior to the event. Failure to request catering of alcoholic beverages at least 30 days prior to the event does not automatically allow the alternate caterer. If Chartwells waives the right to cater alcohol, a copy of the license must be provided one month in advance of the event. Serving and use must comply with the ECU Alcohol Policy. The Lessee agrees to follow ABLE Commission regulations 45:20 subchapter 5 and obtain a Special Event License, when applicable.  
Americans with Disabilities Act 
It is the intent of the CBCC to comply with the ADA in both facilities and accommodations. It is the responsibility of the lessee to accommodate the needs of guests.  Foundation Hall is equipped with assistive hearing devices for up to 50 persons.  

Interpreter Services

It is the responsibility of the lessee to provide interpreter services for any guest attending an event.  

Forbidden Actions & Substances 
A lessee will not do, or permit to be done, anything in or upon any portion of the premises of the CBCC; or bring anything which will in any way conflict with the conditions of any insurance policy in the CBCC or any part thereof; or in any way increase any rate of insurance upon the CBCC or on its property. Nor shall a lessee, without prior written consent from the CBCC director or a designated representative, store or operate any engine, motor or machinery on the premises of the CBCC or use oils, burning fluids, camphene, kerosene, naphtha or gasoline for either mechanical or any other purpose. 

The manufacture, sale, distribution, possession, or use of narcotics, hallucinogenic, hypnotic, depressant, and/or stimulating drugs by any users of the CBCC facility is prohibited. A no-tolerance policy on drugs is upheld on all ECU property. All university, local, state, and federal laws will be enforced by the ECU Police Department. Violations of this policy will not only jeopardize the lessee’s then current agreement, but will also subject the individual(s) involved to arrest and prosecution.
Tobacco 
The use of tobacco products is prohibited in all areas of the CBCC and ECU campus including, but not limited to buildings, parking lots, sidewalks, or green space. Tobacco use includes, but is not limited to, the carrying by a person of a lighted cigar, cigarette, pipe, or other lighted smoking device; or the use of smokeless tobacco including snuff, chewing tobacco, smokeless pouches, or any other form of loose-leaf smokeless tobacco. 

Each lessee shall be responsible for enforcing tobacco regulations during such time lessee is utilizing the CBCC pursuant to a fully executed Conference Center Use Contract. The failure on the part of the lessee to enforce these regulations with its personnel/patrons shall constitute a breach of lessee’s lease agreement and may, at the sole discretion of management, be deemed cause for termination of such contract, in which case all advance deposits previously paid shall be presumed to be damages sustained by ECU and such deposits become the property of the CBCC and shall not be refunded. Such failure will also adversely affect the ability of such lessee to obtain future contracts for the use of the CBCC.

Lessees are urged to make this policy known to their guests and other employees and volunteers of their company or organization. 

Flames/Candles
The use of any open flames, candles, incense, fire, chemicals and pyrotechnics is prohibited in the CBCC.

Weapons 
The possession of and/or discharge of firearms or explosives including, but not limited to pistols, rifles, shotguns, knives and swords is prohibited in the CBCC and all other locations on campus, except by designated university agents or designated employees in the line of duty. Violators of this policy will be subject to arrest and prosecution.
Obstructions 
No portions of sidewalks, entrances, passages, vestibules, halls, elevators or means of access to public utilities by the CBCC, or its premises shall be obstructed by the lessee, or be used for any purposes other than ingress and egress to and from the CBCC or its premises. The doors, stairways or openings that reflect or admit light into any portion of the CBCC building, including the hallways, corridors, passageways, house lighting attachments and radiators, shall in no way be obstructed by lessee or the lessee’s guests. 

Property Damages

Groups using the CBCC facilities are responsible for any and all damages in the facility resulting from their event. The CBCC management reserves the right to bill any group, organization or department for damages or losses resulting from the misuse of the facility’s property. No property of the CBCC may be removed from the building without the consent of the CBCC management. Suspending materials/décor from the ceiling or light fixtures is prohibited, as are decorations or displays that require flame or water. The CBCC reserves the right to charge a minimum $100 surcharge for cleaning the area to return it to a condition adequate for continued use by other groups.
Food & Drinks 
Food and drinks (including water) are permitted but must be catered through the ECU contracted food service provider, Chartwells.  All arrangements for catering are to be scheduled through their staff.  Lessees may not bring outside food or beverage into the facility without prior approval from Chartwells.  Failure to comply with this policy will result in a service surcharge of a minimum of $100 payable to the CBCC, not to exceed the cost of equivalent service provided through Chartwells. 

In the event that Chartwells is not able to provide catering services for an event, it will be up to the event holder, or his/her designee to determine alternative catering services.

Unless specifically ordered and contracted as carry-out items, no food or related products may be removed from the service area, except by authorized representatives of ECU. ECU cannot provide containers for packaging leftover food, and is not responsible for the quality of food products that are removed from the premises without approval.

For events requiring alcohol, see the policy on alcohol. 

Food Counts

When ordering catering, the lessee must provide the Chartwells staff with an estimate of the total guest count. Seven business days prior to the event, the lessee must provide a guaranteed guest count for which they will pay, not to be billed below the final guaranteed amount. In the event a guaranteed count is not provided, the estimated guest count will be considered the guarantee.  Should the actual guest count exceed the final guarantee count, the CBCC and Chartwells will make every attempt to fulfill the catering request on short notice, but cannot guarantee ability to do so.  

If an event cannot take place due to a natural disaster and food has already been ordered, every effort will be made to utilize the food in the normal cafeteria operations or for another event to lessen the loss of the catering event, however, the lessee may still be responsible for the entire food bill that was ordered. Chartwells will reduce the catering bill accordingly, if they are able to use the food for something else.
Furniture 
Furniture may not be moved from room to room without CBCC staff permission. Damage to any furniture, equipment, or the building should be reported immediately. Repair/replacement charges will be billed to the lessee.

Glitter and Confetti
Glitter, confetti, birdseed, rice, party poppers, sand, gravel, straw, flower petals, or other substances that may either stain or become imbedded in the carpet, are not allowed in the CBCC. Failure to comply with this policy will result in a cleaning surcharge of a minimum of $100 for the first hour of clean up and billed at $50 per hour for each additional hour.  

Wall space

Affixing anything to the walls, ceilings, frames, columns or other surfaces of the CBCC is prohibited.  The use of tape, glue, thumbtacks, staples, adhesives, nails or any other items which could cause permanent damage should not be used to affix decoration to woodwork or any other architectural feature. Anything other than an easel or white board for displaying paper, posters, pictures or other items is not allowed and if lessee is found to have participated in such actions, they will be billed for the cost to repair damage.

Décor

The CBCC contains a Native American art gallery. Under no circumstances will this décor, or any other décor inside the CBCC be removed for any reason.  A lessee may choose to cancel an event if it finds that the décor violates values or traditions of its company or guests, however, the deposit will not be refunded and the cancellation policy still applies. Decorations must not be attached to linens, curtains, draperies, or air vents. All decorations brought in by the lessee must be removed at the conclusion of the event, or contracted time.
Linens

Linens for catered events will be provided by Chartwells. This includes linens for banquet rounds and catering tables. Linens for other purposes can be rented from Chartwells at a $5/table cloth fee.
On-campus and off-campus groups and/or organizations sponsoring events, who need linens from the CBCC for registration tables, display tables, banquet rounds (not catered through Chartwells), or for any other purpose during the course of their event, must pay the CBCC a $15/table cloth rental fee. This fee is assessed even if the event is free of charge.

Audio Visual

Basic integrated audio visual equipment, such as LCD projector, teleconference, microphones (including lapel and table top mics), DVD player, speakers and laptops is available for use in the CBCC Foundation Hall and Synergistic Rooms for an extra fee. CBCC staff is available during scheduled events to work all audio visual equipment. PowerPoints, videos, or other presentations being displayed at an event must be emailed to the CBCC staff at least two business days in advance to test and ensure that it will display. CBCC staff will make every effort to accommodate last minute requests, or those arriving with presentations, who failed to provide CBCC staff advanced access; however, CBCC staff cannot guarantee a timely and smooth execution of the presentation.
Fiscal Policy

Methods of Payment 
The ECU’s Bursar’s Office will accept checks, Visa, MasterCard, or Discover Cards, and ACH electronic submissions for payment of deposits and final invoices for room rentals and other event costs.  Credit card transactions may be assessed a service charge of 3% of the total bill.

Refund Policy 
The CBCC will issue a refund for a deposit resulting from a cancellation caused by ECU or for an error made by ECU. 

Final Invoice  
The CBCC staff will provide to lessee an itemized statement accounting for all costs associated with room rentals for the event.  Any additional fees for damages, additional premises used, or additional hours beyond the contracted time will be added to the final invoice. lessees will have 30 days to pay the invoice before a 5% late fee is added for every thirty days the invoice is past due.   

Merchandise Sales 
In the event that facility rental is waived and a lessee has items that it wishes to sell or rent, or authorize to have sold or rented on its behalf during its event, the lessee shall obtain permission from CBCC management to vendor, or have vended such items, and such items shall be vended only within such locations as specified by management. The granting of a contract is not to be deemed the granting of permission to vend or have vended such items. The provisions of this will also apply in the case of a vendor who may or may not make cash transactions at an event but rather receives orders for subsequent sales to take place off the premises of the CBCC. 

Each approved vendor agrees to pay the CBCC, in return for the granting permission, a commission of 10% for commercial vendors, and 5% for non-profit vendors to be calculated on the total net sales for each sales period in the CBCC, with net sales being defined as total of all sales during each period minus the applicable sales tax on such sales. Such commission will be due and payable immediately subsequent to the close of sales for each such period. In the case of a vendor who is taking orders and may or may not be making transactions during an event, a flat fee may be negotiated with the CBCC Director in advance of such event. 

The CBCC reserves the right to refuse permission to sell, rent or otherwise distribute any item and all sales and items must comply with CBCC policies.  

No-Shows
In order to accommodate as many requests for events as possible, the CBCC staff asks that all groups and organizations reserving the facility honor their reservations. Groups and organizations who fail to use reserved space, without prior notification will adversely affect the ability of such Lessee to obtain future reservations and/or contracts for the use of the CBCC.
Other Policies

Pre-conference meetings

Some events that are high profile in nature, or have a significant level of complexity, may require the need for a pre-conference meeting, in which all heads of departments must be present to discuss the details of the event.  This includes, but is not limited to, the customer event planner, the CBCC Director, the Chief of Police, the Director of Facilities Management, and the Director of Chartwells.  The purpose would be to ensure every detail is met and a smooth functioning event takes place.

Post-conference meetings

Some events may require a post-conference meeting in which the customer and the heads of all related departments attend to debrief the event.  Particularly if a lot has gone wrong, it is important for customer relations to be heard and for ECU/CBCC to make necessary adjustments in its operations.
Parking

Free parking is available in designated lots around ECU; however, in some cases, events require usage of entire lots, or ample parking for event attendees, which will require parking arrangements where students or faculty and staff typically park. Recognizing that the conference center is located in an academic building which serves the students and faculty, the parking arrangements must take into consideration community, student and employee needs.  Whenever possible, the CBCC staff will try to utilize the Stadium Drive lot and have event participants shuttled to the CBCC. The CBCC management will coordinate shuttles, lot closures and notification with the ECU police.

Cords

The CBCC is equipped with cords and cables that are secure to avoid slips, trips, and other accidents.  Whenever additional cords are utilized, a means of securing them to avoid accidents is required.  It will be the responsibility of the Lessee to ensure the safety of its speakers and guests.

Security 
ECU Police Officers are on duty at all times and all procedures will be followed as part of normal operations.  If additional security/police presence is needed, the City of Ada police can be hired at an hourly rate, typically paid on the day of the service directly to the officer(s).  The CBCC Director may require the additional security for certain events. If properties of exceptional value are to be left in the facility, prior notification should be made to the CBCC Director. The lessee will be responsible for all personal belongings. The FEMA room (Foundation Hall and Foundation Hall Lobby cannot be locked.)

Painting 
Painting is prohibited in the CBCC. If a lessee violates this policy, a penalty fee of no less than $100 will be added to the final invoice and any charges for damages caused by painting will be billed to the lessee.

Soft Goods 
Nothing may be pinned, stapled, sewn, taped or attached in any manner to curtains, linens, scrims, and other soft goods owned by the university, nor may sharp projectiles be thrown at soft goods owned by the university.
Attorney Fees.
In the event suit or action is instituted by ECU to enforce compliance with the agreement, including but not limited to the collections of any sums due and owing, the university shall be entitled all costs and expenses of litigation, including attorney’s fees.
Table of Miscellaneous Costs

	Item
	Cost

	Linen cleaning (CBCC linens)
	$15 per table cloth

	Copies
	$0.25 per page

	Flip chart pad
	$25 per pad, $30 with markers

	Lost/damaged cables, cords, easels, equipment, centerpieces, linens
	Replacement cost

	Confetti/glitter/ painting/cleaning fee for significant messes
	$100 for the first hour, with a one hour minimum, and $50 per hour following for the cleaning time

	Bringing outside food and/or beverage in without written waived permission
	$100 minimum or 20% of the catering cost, whichever is greater

	Using outside caterer with written waived permission
	20% of the catering cost if arranged by CBCC staff

10% of the catering cost if arranged by customer

	Missing Chartwells meal count deadlines and/or set up final count deadlines
	$25 each per day

	Extra security
	$100 per hour minimum paid directly to the officer(s) on duty.  (or prevailing officer rate)

	Set up changes within 3 business days of the event
	$25.00 per request

	Event running longer than agreed – keeping CBCC staff over agreed time
	$50.00 per hour

	Facility laptop
	$30 per day

	Table top microphones
	$200 minimum, plus $50/hour beyond the first hour of set up.

	Portable sound system
	$100 per day

	Cleaning deposit, at the discretion of CBCC Director
	$200 and up
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East Central University’s mission is to foster a learning environment in which students, faculty, staff, and community interact to educate students for life in a rapidly changing and culturally diverse society. Within its service area, East Central University provides leadership for economic development and cultural enhancement.
East Central University, in compliance with Title VI and Title VII of the Civil Rights Act of 1964 (as amended), Executive Order 11246 (as amended), Title IX of the Education Amendments of 1972, Sections 503 and 504 of the Rehabilitation Act of 1973 (as amended), the Americans With Disabilities Act of 1990, the Civil Rights Act of 1991, and other federal and state laws, does not discriminate on the basis of race, color, national origin, sex, age, religion, disability, sexual orientation or status as a veteran in any of its policies, practices or procedures.  This includes, but is not limited to, admissions, employment, financial aid, and education services. 

This publication is issued by East Central University as authorized by Section 3-114 of Title 65 of Oklahoma Statutes and is located at the following website(s): www.ecok.edu. This publication has been submitted in compliance with Section 3-114 of Title 65 of the Oklahoma Statutes."



