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The following criteria are used in rendering decisions to approve or deny facility scheduling 
requests: 

● Impact to existing programs and available spaces 
● Scope and nature of event 
● Type of reservation group 
● Appropriateness of the activity or event  Compatibility of the activity and the facility in which it will be conducted 

● Previous experience with similar events 
● Groups ability to meet all requirements relative to usage policies and procedures, facility 

usage, and event management charges 
● Availability of required personnel 
● Recurring events are evaluated on a monthly basis 

Forms and Processing 
● Facility requests can only be made by completing the Rental Request form IRXQG KHUH 

and on our website. Facility rental requests are processed in the order in which they are 
received. 

● The DCRW reserves the right to decline facility usage for any name/organization 
submitting a facility rental request. 

● All approved facility rental requests will be associated with a rental fee indicated in 
writing via email and an electronic invoice to be forwarded to the person in charge of the 
rental request. 

● University Departments must make payment via departmental transfer. FOAPAL number 
will be forwarded in email confirmation. 

● It is the responsibility of the name/organization/department listed on the request form to 
pay all rental fees in full prior to the start of the event. 

○ Student organizations and SRC Members must pay online via our membership 
portal. 

○ Log-in information for student organizations will be shared in the confirmation 
email. 

● Facility rental requests will be approved or denied via email within five business days of 
submission, pending additional information needed from the person in charge of the 
event. 

● Any specific set up needs not conveyed prior to confirmation may not be accommodated 
and can result in the cancellation of the requested event. 

● Please do not send advertisements until you have received confirmation of 
approval. 

Food & Beverage 
● Aramark has exclusive catering rights to the University. Aramark may, at its 

sole discretion, provide written permission to organization/individual to 
bring their own food and/or beverages provided it is not catered by a third 
party. 

● In the event Aramark allows a sponsor to bring food and/or beverages not 

https://usastudentreccenter.formstack.com/forms/campus_recreation_reservation_rental_form


catered by Dining Services, the sponsor will be responsible for and will hold 
harmless and indemnify the University, its officers, trustees, servants and 
assigns, from any and all liability resulting from the serving of such food 
and/or beverage. Alcoholic beverages are not allowed in the Student 
Recreation Center or any DCRW facility. 

● Please refer to Policies by Area for more information regarding specific areas. 

Area Day and Time Restrictions, Policies by Area 

Student Recreation Center 
● Classroom 

○ The SRC Classroom is available for reservation during regular building hours. 
○ Recurring events are evaluated on a monthly basis. 
○ %RRNLQJV VKRXOG EH PDGH KHUH before 4pm. 
○ Organizations with non-USA students and/or others should provide a list of 

names for check-in at the SRC Front Desk. Failure to do so will result in those 
guests being charged our guest fee. 

○ Food and beverages may be served in this area. Additional tables and chairs 
may be provided upon request. 

● Fitness Studio 2 
○ Fitness Studio 2 is available for reservation and/or rental during regular business 

hours for free until 4pm, so long as there is no SouthFit fitness class and/or other 
departmental event held. 

○ Bookings should be made through the 0HPEHU 3RUWDO until 4pm. Any booking at 
4pm must be made through the 65& 5HQWDO )RUP. 

○ Organizations with non-USA students and/or others should provide a list of 
names for check-in at the SRC Front Desk. Failure to do so will result in those 
guests being charged our guest fee. 

○ The stereo system (with aux and bluetooth capabilities) may be used. No  �W�K�R�V�H 
guests�W�K�R 
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■







○ Please notify if sports equipment (kickballs, cones, grass volleyball, etc.) is 
needed. 

● Jag 5K Course & SGA Pavilion 
○ The Jag 5K Course is available for rental during the following hours: 

■ Saturday: 6am to 6pm 
■ Sunday: 6am to 6pm 
○ The pavilion comes with 10 picnic style tables that can seat at least 60 

participants. 
○ Trash cans and additional bags will be provided for easy clean up. 
○ The 5K course begins a little west of the SGA Pavilion. This area is usually used 

as a race headquarters location. It does come with the course reservation. 
○ Restrooms can be requested at Hancock 
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