
SPONSORING EVENTS, PROGRAMS, AND RESERVING SPACE AT SYRACUSE UNIVERSITY 
 
The Office of Student Life (OSL) partners with the Office of Student Centers and Programming 
Services (SCPS) to provide assistance and services for student organizations, sponsored events, other 
and programs. The next few pages of this handbook will assist you in navigating the event and program 
planning process. 
 
 
The Event/Program Planning Process 
 
Recognized student organizations interested in planning an event or program on the Syracuse University 
campus are required to follow a program planning process. The following information will assist 
organizations successfully plan, market, and host programs for the campus and surrounding community. 
Questions regarding the program planning process and/or programming deadlines may be asked to the 
organization’s Student Life Organization Consultant. Please note that all Recognized Student 
Organization’s events (University and Non-University sponsored) must take place between the first and last 
day of classes.  More specifically, no events can be scheduled during finals week. 
 
Due to the time required to successfully host a program that meets all applicable programming associated 
deadlines, organizations must meet with their Student Life Organization Consultant and begin the 
Program Planning Process within the following deadlines.   
 
 
 
 
 
 
 
 
 
 
Minimum 

Programming Planning Deadlines: 
 
Type of Event   Deadline        

 
Catering   Four (4) weeks prior to the event 
Comedy   Six (6) weeks prior to the event 
Community Service  Four (4) weeks prior to the event 
Conference Attendance Eight (8) weeks prior to the event 
Conference Hosting  Eight (8) weeks prior to the event 
Cultural Show   Eight (8) weeks prior to the event 
Dance Party   Four (4) weeks prior to the event 
Large-Scale Concert  Eight (8) weeks prior to the event 
Movies    Four (4) weeks prior to the event 



Philanthropy   Four (4) weeks prior to the event 
Reception   Four (4) weeks prior to the event 
Small-Scale Concert  Six (6) weeks prior to the event 
Speaker   Six (6) weeks prior to the event 
Theatrical Performance Twelve (12) weeks prior to the event (including audition process) 
Other Events   See Student Life Organization Consultant 
 
Organizations wishing to program outside of the deadlines outlined above may request an exception to the 
process in a written format addressed to the organization’s Student Life Organization Consultant.  The 
Student Life Organization Consultant will approve or deny the request after consulting with the Office of 
Student Centers and Programming Services. 
 
Reserving Space for a Meeting 

 
Recognized student organizations that need space for regular or one-time meetings (a gathering of 
student organization members and potential members only) should visit the SCPS front desk to check 
the availability of space and to schedule the space.  A room reservation form must be completed with 
SCPS, located in suite 228D of the Schine Student Center, or a room reservation form may be submitted 
online at http://students.syr.edu/ues.  The student organization representative is responsible for securing 
confirmation in the SCPS office within 1-3 business days of submission. 
 
To reserve space in University facilities other than student centers or academic spaces, please contact the 
following: 
 
Quad      Student Centers and Programming Services 
AG Gyms, Hendricks Field   Associate Director, Recreation Services 
Women’s Building Gyms and Studios  Associate Director, Recreation Services 
Bird Library     Library, Administration 
Goldstein Alumni and Faculty Center  Food Services 
Hendricks Chapel    Hendricks Chapel Dean’s Office 
Inn Complete     Inn Complete Manager 
Manley Field House    Assistant Director of Athletics, Manley Field House 
   * Please note that each facility has different requirements and costs. 
 
To reserve space in a non-University facility such as the Landmark Theatre, OnCenter etc., please contact 
your Student Life Organization Consultant. 
 
Reserving Space a Semester Before an Event – The Space Allocation Process 
 
The Office of Student Centers and Programming Services (SCPS) shall coordinate a Space Allocation 
Process for recognized student organizations and administrative/academic departments each semester. 
This process occurs in October and March preceding the semester for allocation. 

 
The Space Allocation process should be followed to secure programming in the Goldstein Auditorium, 
Schine Underground, Skybarn, and Goldstein Dining Center. Please note that the qualifications and 
priorities explained apply to all space requests that are approved by the Office of Student Centers and 



Programming Services. Both the Office of Student Life and the Office of Student Centers and Programming 
Services highly recommend that student organizations follow the Space Allocation Process to ensure space 
availability for events. 

 
Student Centers and Programming Services schedules both non-academic and academic space 
according to the following guidelines. Any questions regarding this process can be addressed to Bridget 
Talbot, director, SCPS, at 315-443-4240. Refer to the SCPS web site for additional information at: 
students.syr.edu/scps/. 
 
Recognized Student Organizations (RSO) Requesting Space a Semester Before an Event:  

 
Students will fill out a space request form that is then submitted to the space allocation committee. The 
committee reviews and approves space based on the following criteria: 
 
1. SCPS space allocation form is submitted by the required deadline 
2. Review of each program’s programmatic and/or technical needs and its appropriateness with the 

requested space 
3. Review of past program event history, i.e., tickets sales and event attendance 

 
(NOTE: Completion of required paperwork does not guarantee that an organization will receive 
space. Alternative spaces may be allocated due to the volume and nature of requests.) 

 
 
 
Confirmation Process 

 
Requests for Event Space in Syracuse University Student Centers 

 
a. Space allocation confirmations will be distributed in written form for acceptance or decline within ten 

(10) days of submission deadline date 
b. Accepted space will be processed and confirmation will be available within three (3) business days of 

receipt 
c. Declined space will become immediately available to other requestors 
Requests for Event Space in Syracuse University Academic Buildings 
  
a. Space allocation confirmations will be distributed within three (3) days of the completion of the 

University Registrar’s course and exam scheduling process 
b. Space accepted will be processed and confirmation will be available within three (3) business days of 

receipt 
c. Space declined will become immediately available to other requestors 
 
Note: The space allocation committee will do its best to place recognized student organization events in 
their requested venue and date. Priority will be given, however, to events on the University-wide calendar 
(i.e., Homecoming, Parents Weekend, Commencement, etc.). 
 
How To Plan an Event When a Venue Has NOT Been Reserved 



 
Recognized student organizations that need space for a program or event (a gathering that is open to 
more than the current student organization membership) in any space or venue on campus including 
the Goldstein Auditorium, the Schine Underground, and/or the South Campus Skybarn should first 
schedule an appointment with the organization’s Student Life Organization Consultant. 

 
During this appointment the Student Life Organization Consultant will: 

 
1. Assist the recognized student organization in completing the room reservation form 

 
2. Check the availability of the venue space requested for the program (in some cases, different space 

will be explored based on availability and/or appropriate use of space) 
 

3. Discuss the details of the proposed program to include: 
 

·  The program’s applicability to the mission of the organization 
and consistency with institutional and organizational values 

·  An overview of the desired program  
·  Funding 
·  Contract negotiations 
·  Performer expectations 
·  Ticketing for the event 
·  Potential need for event safety and security 
·  Advertisement 
·  Catering 
·  Follow-up meetings 

 
4. Visit the SCPS office (228D Schine Student Center) to meet with 

an SCPS Event Consultant to discuss the technical needs and 
aspects of the program 

 
5. Events that do not meet outlined deadlines will be cancelled 
 

How to Plan an Event When a Venue Has Already Been Reserved 
 
Recognized student organizations that have secured programming space through the Space Allocation 
Process or reserved space prior to the end of the previous semester should first schedule an appointment 
with the organization’s Student Life Organization Consultant. 
 
During this appointment, the Student Life Organization Consultant will: 
 
 
1. Confirm the recognized student organization’s room or venue space reservation. 

 
2. Discuss the details of the proposed program to include: 

 



·  The program’s applicability to the mission of the organization and consistency with institutional and 
organizational values 

·  An overview of the desired program  
·  Funding 
·  Contract negotiations 
·  Performer expectations 
·  Ticketing for the event 
·  Potential need for event safety and security 
·  Advertisement 
·  Catering 
·  Follow-up meetings 

 
3. Visit the SCPS office (228D Schine Student Center) to meet with an SCPS Event Consultant to 

discuss the technical needs and aspects of the program. 
 

4. Events that do not meet outlined deadlines will be cancelled. 
 
SYRACUSE UNIVERSITY SPACE POLICIES         
 
Orange Night Live Policy  
 
Orange Night Live, a Division of Student Affairs sponsored program, enables students, recognized student 
organizations, local, regional and national arts programming to showcase their talents. Orange Night Live 

sponsors music, comedy, poetry, dance/theater performances. 
Orange Night Live serves as a free campus venue for students 
from the Syracuse University community. 
 
·  Orange Night Live is held regularly in the Schine Student 

Center on Friday and Saturday nights  
·  Orange Night Live does not occur when academic classes 

are not in session 
 

·  Orange Night Live Performance Request Forms must be filled out and submitted online 14 days prior to 
the event date 

·  Orange Night Live events must be cancelled within 10 business days of the event date 
·  If the event is in the Panasci Lounge or the Jabberwocky Café, all furniture that is moved must be reset 

to the original location after the event is completed 
 
Orange Night Live Services 
 
Orange Night Live provides the following services free of charge* to students and recognized student 
organizations: 
 
·  Stage 
·  Equipment  



·  Staffing 
·  Light snacks  
·  Advertising   

o Flyers delivered to all campus residence halls 
o Weekly advertisement in The Daily Orange 
o The Orange Night Live web site (students.syr.edu/onl) 
o Kiosk poster in the Schine Student Center 

 
* Student groups may be responsible for charges beyond the normal allotment. 
 
Orange Night Live Performance Request Process 
 
1. Orange Night Live Performance Request Forms can be found on the Orange Night Live web site: 

students.syr.edu/onl. 
 

2. All reservation forms must be completed 14 days in advance of the requested date.   
 

3. The Orange Night Live coordinator will contact the student or recognized student organization planning 
the event to confirm the requested date.  Student Life Organization Consultants and SCPS Event 
Consultants will be copied on all Orange Night Live event confirmations.  

 
4. Upon confirmation, the Office of Student Centers and Programming Services (SCPS) will review with 

the Recognized Student Organization any requests for additional services outside of what Orange 
Night Live provides.  The Recognized Student Organization will be responsible for all charges that are 
typically not included in the Orange Night Live package.   

 
5. All performances must be in the concept of Orange Night Live: music, comedy, poetry, dance/theater.   

 
6. Orange Night Live events must be cancelled ten (10) business days in advance.  Failure to cancel 

within this timeframe may result in the loss of further/future scheduling privileges for the academic year. 
 
 
Factors That May Impact Access to Orange Night Live 
 
·  Venue is previously booked by another event  
·  Student organization is not recognized 
·  Recognized student organization is on financial hold with the University 
·  Performance request form has incomplete information or does not adhere to the reservation process 

timelines 
·  Venue is deemed inappropriate for requested event 
 
 

Jabberwocky Café  
 
The Jabberwocky Café is venue space for performance programming open to all Syracuse University and 
SUNY/ESF students at no charge.  The Jabberwocky Café provides a coffeehouse environment for a 



variety of performances including poetry slams, performing arts, live music, stand-up comedy acts, lectures, 
and cabarets. 
 
·  The Jabberwocky Café has an AV system capable of accommodating CDs, DVDs, and PowerPoint, as 

well as a PA system [4 microphones max] for spoken word, acoustics, 
bands (vocal only), and a keyboard 

·  Jabberwocky Café attendance capacity is 60 people as set by the 
Syracuse University Safety Department 

·  Only food arranged through Schine Catering (315-443-1632) can be 
provided at Jabberwocky Café events 

·  All advertising for events held in the Jabberwocky Café must clearly 
display the Jabberwocky Café logo, state that there is no admission 
charge, and include that the event is open for anyone to attend.  
Additionally, if there are press interviews or releases, including but not 
limited to The Daily Orange, they must state that both your 
organization/department and the Jabberwocky Café sponsored the 
event 

Jabberwocky Café Reservation Process 
 
The Office of Student Centers and Programming Services (SCPS) is responsible for the oversight of the 
Jabberwocky Café space. Arrangements for using the space must be made through SCPS. Any questions 
regarding the space and availability can be directed to jab@syr.edu in addition to visiting the SCPS office, 
Schine 228D. 
 
·  Jabberwocky Café Performance Agreement Forms must be completed with a member of the SCPS 

staff at least ten (10) days prior to the event 
·  Jabberwocky Café events must be cancelled with two weeks of the event date 
·  Failure to follow established Jabberwocky Café guidelines may result in a group’s inability to use the 

space for the remainder of the current academic year 
 
 
The Killian Room, 500 Hall of Languages 

 
A Recognized Student Organization (RSO) may reserve the Killian Room, 500 Hall of Languages, through 
the Office of Student Centers and Programming Services (SCPS), 315-443-4240. The room is available for 
special events, i.e. films, lectures, receptions, etc., but not for ongoing classes. Be sure to schedule 
sufficient time for set-up and clean-up as these services are not provided by the building.   

 
The equipment capabilities of HL 500 are:  
·  Video projection   

·  GE CRT projector   
·  Data capabilities   
·  Podium with goose neck   
·  Wireless microphone (in drawer of the teaching 
station)   
 



Food is not permitted in the room, except when provided by Campus Catering Services. For any catered 
event held on Friday evening or anytime Saturday, the room may be subject to a special custodial service 
charge of $40. 
 
Groups scheduling the Killian Room are responsible for returning the room to the condition in which it was 
found. If the room is found in an unacceptable condition, please report this to Kal Babu, 315-443-3949. 
 
Use of University Academic Quadrangle (“The Quad”) 

 
The Academic Quadrangle Statement of Purpose: Syracuse University's quadrangle, affectionately 
known as "the Quad," is an open green space designed to be accessible, safe, attractive, and to be used 
by members of the University community and their guests. The quadrangle is defined as the grassy area 
bounded by sidewalks, which include Hendricks Chapel and steps, Link Hall, Carnegie Library, Hinds Hall, 
and Huntington Beard Crouse Hall. The Quad is part of a centuries-old tradition in higher education: the 
provision of a peaceful, open-air area for both thoughtful contemplation and social interaction. The SU 
Quad has been part of the campus since Syracuse University’s in 1870. Once known as “the oval” and 
used for football games, it is now the University’s crossroads and is the site for many fond memories for 
generations of alumni, as well as enjoyment for current students.  
 
Policy for Use of the Quad 

 
Use of the Quad space for Syracuse University-related activities or events must be reserved by an 
academic or administrative department, or by a Recognized Student Organization (RSO) in good standing 
with the University. Individual University members who utilize the Quad to exercise free speech absent 
participants, should refer to the Syracuse University Student Handbook for review of the Campus 
Disruption Policy and the Statement of Student Rights and Responsibilities, specifically Assembly and 
Protest. The Office of Student Centers and Programming Services (SCPS), Suite 228D, Schine Student 
Center, has established the following space reservation guidelines:  
 
·  The sponsoring group and participants are bound by applicable University policies, local and state 

ordinances, and the Code of Student Conduct. 
 
·  A minimum of seven (7) business days prior to the proposed event, SCPS must receive an outdoor 

space request form outlining details about the proposed event. SCPS reserves the right to refuse any 
request. 

 
·  The proposed event (including set-up and breakdown) must NOT conflict with scheduled classes or 

academic programs, or previously scheduled events. For events that are permitted during these times, 
no amplified sound devices are permitted.  

 
·  A proposed event must NOT present a safety risk 

or hazard to the participants, to others using the 
Quad or adjacent space, or to underground 
utilities. The degree of risk and staffing 
requirements for all proposed events shall be 
determined by the Department of Public Safety 



and/or the Risk Management/Safety Department and/or Physical Plant. Each department will determine 
necessary staffing for a respective Quad event. 

 
·  Recognized student organizations and/or administrative, academic departments may be approved for a 

maximum of three event requests per semester. An approved event will be defined as any activity that 
operates between the hours of 7 a.m. and 9 p.m. or any fractional period therein. Events approved to 
continue beyond 9 p.m. will be considered a continuous event and must be completed within a 48 hour 
period of the requested event start time. 

 
·  Commercial or non-University vendors hired by the event sponsor, shall, at their or the events 

sponsor’s expense, provide to the University Risk Management Department and subject to Risk 
Management’s approval, satisfactory evidence of insurance at least 10 business days prior to the 
event.  

 
·  All costs related to the event (including but not limited to; security, physical plant, etc.), are the 

responsibility of the sponsor. Sponsors scheduling events on the Quad are responsible for returning to 
the University’s satisfaction the Quad space to the condition that it was found. This includes the 
removal of fliers, equipment, and debris related to the event. 

 
·  Petitions to request exceptions to the above guidelines must be submitted to SCPS at least 21 

business days prior to the proposed event. 
 
·  Syracuse University reserves the right to cancel any event or activity, if, at any time before or during an 

event, it is determined that a sponsoring group or participants have breached or misrepresented 
conditions set forth in these guidelines. The sponsoring group or participants may then be subject to 
appropriate disciplinary action. 

 

 
EVENT POLICIES            
 
The following policies apply to events occurring on Syracuse University owned, operated, or controlled 
property. These policies are subject to change without notice. 
 

 
Syracuse University Concert Policy 

 
Admission for Students, Alumni and Guests Requires the 
Following: 
 
·  A valid ticket 
·  A valid, SU/SUNY-ESF college I.D. OR picture I.D. that proves 

that the individual is 18 years of age or older 
·  Persons under 18 years of age must be accompanied by a 

parent or legal guardian for admittance 
 
Entrance Requirements: 



 
·  All individuals will be checked for weapons, alcohol, and other drugs 
·  Entrance will be prohibited to persons appearing intoxicated or under the influence of alcohol or other 

drugs. No beverage containers are permitted inside the facility before, during, or after the event 
·  Backpacks, weapons, beverage containers, recording devices, laser pointers, canes, umbrellas, sticks, 

or other hand carried implements will not be allowed into the event. If these items are discovered inside 
the event, the patron must surrender the item in question or leave the event 

Event Rules: 
 
·  Individuals will not be allowed readmission once they have departed from the venue 
·  Once the event reaches capacity, admission will end for the evening. No waiting line will be maintained 

after capacity is reached 
·  Any patron of an activity held on Syracuse University property who is found participating in unsafe 

practices, e.g., moshing, slam dancing, etc., as determined by Department of Public Safety or Office of 
Risk Management officials, is expected to cooperate with the request of an SU official to discontinue 
the practice 

·  Violators of these policies are subjected to referral to the University judicial System for disciplinary 
action and referral to law enforcement for other appropriate action 

Syracuse University Dance Party Policy 
 
Admission for Students or Alumni Requires: 
 
·  A valid ticket 
·  A valid, SU/SUNY-ESF college I.D., other college I.D. OR picture I.D. that proves the patron is 18 years 

of age or older 
 
Admission for a Guest of a Syracuse University or SUNY-ESF Student Requires: 
 
·  Accompaniment by a SU or ESF student 
·  Presentation of a valid photo I.D. with proof of age (18 years or older) for admittance 
 
Entrance Requirements: 
 
·  All patrons will be checked for weapons, alcohol and other drugs 
·  Entrance will be prohibited to persons appearing intoxicated or under the influence of alcohol or drugs. 

No beverage containers are permitted inside the facility before, during, or after the event 
·  Backpacks, weapons, beverage containers, recording devices, canes, laser pointers, sticks, or other 

hand carried implements will not be allowed into the event. If these items are discovered inside the 
event, the patron must surrender the item in question or leave the event 

 
Event Rules: 
 
·  Attendees will not be allowed readmission once they have departed from the venue. 
·  Once the event reaches capacity admission will end for the evening. No waiting line will be maintained 

after capacity is reached. 



·  Any patron of an activity held on Syracuse University property who is found participating in unsafe 
practices e.g., moshing, slam dancing, etc., as determined by Department of Public Safety and/or 
Office of Risk Management officials, is expected to cooperate with the request of an SU official to 
discontinue the practice. 

·  Violators of these policies are subject to referral to the University Judicial System for disciplinary action 
and/or to law enforcement for other appropriate action. 

·  A minimum of four (4) students from the sponsoring organization must be present for the entire event to 
assist event staff if necessary. Two of these students must be present at the event roll call. 

 
Tickets: 
 
·  Tickets will continue to be sold at the Box Office until the close of doors for the 

dance party. 
·  All complimentary (comp) tickets will be handled through the Box Office. The 

sponsoring organization(s) will provide to the Box Office a list of patrons who 
are authorized a comp ticket on the Thursday before the event. To retrieve a comp ticket, the patrons 
must present themselves with a valid ID at the Box Office. Extra, unused, or unclaimed comp tickets 
will not be given to anyone (including members of the sponsoring organization) other than the listed 
patrons. At the prior request of the sponsoring organization(s) to the Box Office, there may be five (5) 
additional comp tickets set aside for patrons who show up that the sponsoring organization(s) was not 
anticipating. 

   

THE CONTRACTING PROCESS          
 
A contract is a legally binding obligation. Usually a contract involves the agreement to pay a specific sum of 
money in exchange for the performance of specific services.   

 
Negotiating contracts is a very important part of program planning. Because both verbal and written 
statements can, in some cases, be deemed to form a contract, Recognized Student Organizations are 
cautioned to use care when discussing potential performances over the telephone or via facsimile or 
electronic mail. Both Recognized Student Organizations and individuals in those organizations can be held 
financially liable for contracts and agreements, both written and oral. It is important, therefore, to 
understand and adhere to the following process when you wish to arrange for a guest artist, band, or 
speaker to appear on the Syracuse University campus: 
 
·  Syracuse University students are authorized to inquire with a talent agency about a possible campus 

performance by an artist.   
 
·  When speaking with a talent agency representative, you should discuss the fee range for the performer 

and possible dates, times and on-campus locations for the event. Once you have obtained this 
information, tell the agency representative: “Let me take this information through my internal channels.  
If approved, you should receive a written bid from Syracuse University, Office of Student Life.” 

 
·  Meet with your Student Life Organization Consultant to review the opportunity and determine 

whether a written bid will be offered. 
 



·  DO NOT SIGN ANY DOCUMENT ASSOCIATED WITH THE PERFORMER OR AGENT. IF YOU 
SIGN A CONTRACT, YOU CAN BE HELD PERSONALLY LIABLE FOR ITS TERMS AND 
CONDITIONS. 

 
 
BOX OFFICE INFORMATION           
 
Tickets to all student organization sponsored events held on University property must be sold through the 
Schine Box Office.   

 
Working With the Box Office 
 
·  The sponsoring organization must first complete a Ticket Request Form. The form has to be signed by 

the organization’s Student Life Organization Consultant, who will provide the appropriate income 
account on the form.   

 
·  Once the proper signatures have been attained, the organization must submit the Ticket Request Form 

at least two (2) weeks before the scheduled event. 
 
·  Complimentary tickets must first be approved by the Student Life Organization Consultant and be 

requested on the Ticket Request Form. Complimentary tickets are subtracted from the total number of 
tickets available for sale. Complimentary tickets may not be sold. The penalty associated with any 
sales of complimentary tickets is the loss of complimentary tickets for all the sponsoring organization’s 
future events for a period of at least twelve (12) months and referral for possible judicial action. 

 
·  Regular sales updates can be attained from the Box Office Manager during regular business hours.  In 

addition, the Student Life Organization Consultant can provide organizations with sales updates. 
 
·  The Box Office does not release profits in cash. 
 
·  All checks that do not clear are expenses to the sponsoring organization. The Box Office will make one 

attempt to recover bad checks and will invoke a $20 service fee. 
 
·  Events that are cancelled will entitle purchasers to a refund beginning two (2) business days after said 

cancellation and for a period of fourteen (14) days after refunds begin.  
 

Receiving Profits from Box Office Sales 
 
Programs Funded By The Syracuse University Student Association Or The Graduate Student 
Organization:  Once the event is over, the reconciliation process will take 14 business days. All charges 
for SCPS will be subtracted from profits and paid to SCPS first if SCPS was not paid in full prior to the 
event. The remaining funds will be deposited in the income account specified on the ticket request form.  A 
box office ticket sales report will be generated and distributed to the sponsoring organization and the 
Organization Consultant. 
 



Programs Funded By An Individual Student Organization And Not By The Syracuse University 
Student Association Or The Graduate Student Organization:  Once the event is over, the reconciliation 
process will take 2 business days. All charges for SCPS will be subtracted from profits and paid to SCPS 
first if SCPS was not paid in full prior to the event. The remaining funds will be deposited in the Student Life 
fundraising account.  The box office will generate a ticket sales report and will make it available through the 
Student Life Organization Consultant. 
 


