Events in the UMass Amherst Libraries Policy
http://www.library.umass.edu/eventpolicy.pdf

To promote the scholarly and cultural life of the campus community, the UMass Amherst Libraries

welcome applications to hold events in our facilities.* The Libraries consider requests on a first-come,
first-served basis. Events must enhance the academic or cultural life of the campus community, and/or

contribute to the professional development of the faculty or staff of UMass Amherst.

The Assistant Director for Administrative Services reviews each request and considers the impact of the

event on Library users and the ability of the Libraries to support the event in approving the request.

e Events must be booked at least three weeks in advance.

e Events will not be scheduled during reading periods, midterms, finals, or under other
circumstances that might disrupt the quiet study of Library users.

e Events will normally be scheduled between the hours of 9 a.m. and 10 p.m. Monday through
Friday. Exceptions will be considered on a case-by-case basis.

e The group sponsoring the event is liable for any damage to Library equipment and furnishings

beyond normal wear and tear.
¢ Alcohol and smoking are prohibited in campus buildings.
o Food may be permitted upon special request.

e Limited audio/visual support may be provided upon special request.

*During 2008 and 2010, our ability to accommodate events is limited because of construction.
Event application (next page)

For information:

Terry Warner, Assistant Director for Administrative Services Telephone: (413) 577-1596
Business Office - 4t Floor Fax: (413) 545-6873
W.E.B. Du Bois Library, UMass Amherst email: twarner@library.umass.edu
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Event Application
UMass Amherst Libraries Date of Request

Name of Event Date of Event

Purpose of Event Time of Event

Description of Activities

Sponsoring Organization

Number to be invited Anticipated Attendance

Preferred Location (if known)

Specific requirements:

Chairs Tables

Set-up style Food (permission required)

PC, Network, A/V

Other (e.g., lectern)

Name of Contact Person(s)

Address

Telephone (work) (home) (fax)

Email

I have read and agree to the “Events in the UMass Amherst Libraries Policy.” | accept full financial
responsibility for damages incurred as a result of the event.

Signature of Representative of the Organization (required) Date signed

Signature of Library Representative (indicates approval) Date signed
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