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                                    TITLE:  EVENT PLANNING AND FACILTIES RENTAL MANAGEMENT 

POLICY NO:  4-11    EFFECTIVE DATE:  05/18/2010      

 REVISED DATE:  03/23/ 2023        

 
I. Purpose:  

 
To est ab l i sh policy for the plan n in g of even t s su pp o r te d an d sp on so r ed by the colle ge and th e use 
of J. Sarge a nt Reynold s Commu n it y College facil it ie s by in t e rn a l an d exte r na l gro up s.  

 
II. Definit io n s:   

 
out sid e of the College.  
 
Facilit i e s:  all bu ild in gs, rooms, groun d s, and eq u ipm e n t leased an d/or owne d by th e colle ge 

exce p t th e rooms man age d exclu si ve l y by th e Commu n it y College Workf or ce Allian ce.   
 
Facilit y rent a l s:  the rent al of colle ge -own e d facil it ie s  wh ich are coo rd i n at ed th rou gh the Office of 
Event s.  
 
Intern a l grou p s : forma l l y  est ab l i sh ed grou p s of Reynold s st ud e nt s, emp lo ye e s, advisor y 
commi t t ee memb e r s or gove r n i n g or fou nd a t i on board memb e r s.  

 
Office of Event s  oversee s event sch ed u l in g colle ge -w id e . By man agin g camp u s even t s as a full 
pro ce ss , The Office of Event s evalu at e s requ e st s to en su r e event s an d facili t y ren t a l s are 
comp a t ib l e with th e missi o n of th e colle ge and asse sse s servi ce demand s in ord e r to  ad vise on th e 
most ad vant a ge ou s dat es an d venu e s.  Provide s gu id an ce and su pp o r t for colle ge plan ne r s an d 
overse e s th e con cep t ua l iz a t i on, plann i n g, and imp le m en t at i o n of sign at u re event s to su pp o r t th e 
missi o n of th e colle ge.  

Sch e d u l in g Portal: onlin e pla tf o r m th at manage s th e sch ed u l in g pro ce ss for facil i ti e s an d 
asso ci a t e d resou r ce s colle ge -wid e.  
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Sup po r t Servi ce s:  addit i on a l servi ce s an d resou r ces need e d for a meet i n g or event in ad d it i o n to 
th e use of th e facil i t y. This in clud e s bu t is not limit e d to ro om set u p, aud io -visu a l sup po r t,  and 
parki n g need s.  

 
III. 
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the facil it y's  rent a l coo rdi n a t o r, who sh all seek the app ro va l of the vice 
presi d en t of Finan ce an d Admin ist r at i on or his/her design e e by sub mi tt i n g 
JSRCC Form No. 32 -0014, Request for Use of Alcoh o l at Event s by Extern al 
Group s on J. Sarge an t  Reynold s Commu n it y College Campu se s. College 
ap p ro va l for use of alcoho l i c beve r a ge s mu st be gran t ed befo r e seeki n g a 
Virgi n i a ABC banq u et licen se.   The presen ce of secu r i t y of fice r s th rou gh ou t the 
even t may be req u ir e d at even t s where alco h o l i c beve r a ge s  are pro vi de d.   

 
2. In acco r d an ce wit h JSRCC Policy No. 4 -03, Eatin g, Drinkin g, and Smo ki n g in 

College Facilit ie s, smoki ng is proh i bi t ed in all college -own e d, ren t ed, or occu p i ed 
facil i t i e s. Smoki n g is on ly allo we d in design at ed smo ki n g areas out si d e of colle ge 
facil i t i e s at each camp u s.  

IV. Procedu r e s for Even t Plann in g and Facilit y Rental Manageme nt, 4 -11.  

 


