Classroom Reservation Procedure for Student Organizations
Commerce-related student organizations that are CIOs are allowed to request a classroom reservation in Rouss & Robertson Halls. Students should go online to the Student Organization Calendar and add their event. The username is mcintire\your computing ID. Please include as many details as you possibly can (date, time, a description of the event, technology needs, etc.). The event request will then be sent to the Director of Student Services for approval. Upon receiving the event for approval, the Director will add a room to your event (based on the information given in the calendar request) and approve the event to be added to the online calendar. The student who requested the room reservation will receive an e-mail (copied to the Help Desk) to confirm the date, time, and location. 

Student organizations need to request a room for events and meetings AT LEAST ONE WEEK IN ADVANCE. Student organizations that do not request rooms a full week in advance are not guaranteed a space. All events MUST end by 9 p.m. if held in a classroom. This policy will be strictly enforced, as the classrooms will be closed for cleaning at 9 p.m. Friday events must end by 6 p.m. NO weekend classroom reservations will be accepted. Classrooms are available for use Monday-Friday. 
If your group is hosting an event with a reception before or after, you may place the long oak tables in the hallways on the second floor outside of the classroom you have reserved and use them when serving food. If you are serving food, please clean up after yourselves. Make sure all food boxes go into trash bags. Please do not leave trash in or outside of the classrooms. When your event is over, please make sure the room is clean and empty. Please notify the Help Desk after each event so that staff can power down the technology and ensure that the doors are locked.

 

The Student Organization Suite is restricted by card access to McIntire student organization officers. If your organization is not a McIntire-affiliated University CIO or Special Status group, you will not be given access. The Student Organization Conference room (142A) is available to student organizations only. Student officers can book this room through the student organizations calendar as described above, but only if it is for an organization-related purpose. Members/officers are not allowed to meet in this room for class projects or other non-club related events. Student organization officers are updated on the Student Organizations Web site, so they can be manually added at the Help Desk to the list for card swipe access if they do not already have access. 
