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STUDENT CENTER EAST STAFF

Janina A Castillo-Rojas 
Event Coordinator for Registered Student Organizations
Location: Student Center East, B19A
Email: jcrojas@uic.edu

Sarah Thomas
Senior Event Coordinator for Student Center West & Outdoor Spaces
Location: Student Center West, Room 203
Email: sthoma38@uic.edu

Thea Ward
Assistant Director
Location: Student Center East, B19D
Email: thea@uic.edu

Kim Tran
Office Support Specialist
Location: Student Center East, B19C
Email: ktran42@uic.edu

Office Hours
Meetings and Conferences' regular office hours are Monday through Friday, 9:00 a.m. to 5:00 p.m. CST. The
main office is located in Student Center East, room B19C, and can be reached at (312) 965-1708. 

On-Call Student Manager
On the day of your event, an appointed On-Call Student Manager will be in the building to assist with your
event. Their role is to be your primary point of contact for any needs related to your event, such as setup
changes, technical difficulties, and temperature checks. They can be contacted through the Meetings and
Conferences duty phone at (312) 965-1708. 

Audio-Visual Department
The Venues and Events AV Department consists of highly skilled multimedia technicians. The AV Department
is not an IT department; They do not provide technical or network troubleshooting. They are responsible for the
setup and operation of the in-house production equipment.

Lost and Found
Any lost-and-found items will be securely held for 30 days. Lost items can be claimed at the Building
Management office by calling the main office line at (312) 413-5100. Specific information will need to be
provided for retrieval. All items must be picked up in person. Student Center East will not ship items.
Unclaimed items will be disposed of after 30 days.
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Meetings and Conferences reserves meeting rooms in the Student Centers. Details on meeting rooms, setups,
and capacities are available on the Meetings and Conferences Registered Student Organization Page. The
East Terrace, Pier Room, and Montgomery Lounge are not available for booking. Only a registered officer of
the organization is permitted to reserve rooms. That includes the President, Treasurer, and Officer-SOR. The
room is not considered reserved until the Meetings and Conferences department confirms by email, including
a reservation number. 

The Student Services Building will be available to student organizations if no alternative spaces are available at
Student Center East or Student Center West. The Student Services Building is available Monday through
Friday, 9:00 am to 4:30 pm. It will be at the Meetings and Conferences’ discretion to decide whether to book
the space.

Registered Student Organizations are granted 6 hours per week for weekly and regular meetings. All event
requests must be submitted at least three business days before the event date. Reservation requests can
only be submitted for the current semester.  All reservation requests by Registered Student Organizations will
be processed on a first-come, first-served basis. Please review the details on the event confirmation sheet
before your event. Late equipment add-on requests will incur a fee, and changes to the event space will incur a
$100 room reset fee. 

EVENT BOOKINGS

A special event is an event beyond the organization's regular meetings or activities, often with a specific
purpose and requiring careful planning and execution. Examples include large social events, performances,
competitions, cultural festivals, and blood drives. Special events require approval from an Event Coordinator
and a consultation with both the Event Coordinator and the AV Technician at least three weeks before the event
date. During the meeting, please have information prepared regarding equipment needs and event room setup.
Organizations are allowed to provide their own equipment, however the technicians will not source any
additional on-site needs. If the organization requests multiple room changes in the Illinois Room or the
Thompson Room, it may incur a $250 staffing charge. If the room requires a full reset, the organization will be
charged $575. 

Meetings and Conferences reserves the right to determine if your event is considered a special event, which
may or may not count towards the granted 6 hours. Otherwise, Registered Student Organizations are granted 4
hours per week for special events. Note that a special event may only occur in one event room at a time. 

Special events in the Illinois Room and the Thompson Room can be reserved from 5:30 p.m. to 9:30 p.m. If the
organization would like to access the event room earlier, there will be a charge of $55 an hour for every hour
before 5:30 pm. The Cardinal Room and Room 301 may also be used for special events. Please ensure that
the event space is cleared by 9:30 pm to comply with the building’s closing time. If the event continues past
10:00 pm, a $200 staffing fee will apply, and this may result in disciplinary action.

SPECIAL EVENTS
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The Innercircle can only be reserved if all other available spaces are fully booked. To secure the Innercircle, the
organization must provide advance written justification 10 days prior to the event date and obtain formal
approval from the Meetings and Conferences department. The setup for the Innercircle cannot be altered and
is available strictly in its “As-Is” condition. The space can only be booked from 6:00 PM to 9:30 PM. The cost
for reserving the Innercircle is a $200 base rate (non-negotiable), and additional fees may apply for AV
equipment, staging, or personnel, which can total up to $550.

INNERCIRCLE
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Registered Student Organizations can reserve a table at the Student Center East Concourse for three hours
once a week. The table can be reserved for either a morning or an afternoon slot. 

Morning Slots: 3 hours between 8:00 am and 12:30 pm
Afternoon Slots: 3 hours between 12:30 pm and 5:00 pm

Tabling events are subject to shutdowns if the following usage rules are violated: 

The sale or distribution of food and beverages is prohibited.
Any non-food fundraising that does not have approval from CSI
No covering windows, bulletin boards, or doors.
Using tables not provided by the Student Center.
Rearranging/relocating tables.
Standing in front of the tables is prohibited. 
Disruptions to the concourse, including loud music, are not permitted. 
Using a table space without a reservation. 

The exemption to the food and beverage distribution rule is if the Chicago Catering Company, SodexoMagic,
provides the food and beverages. Additionally, the exemption applies if the Center for Student Involvement is
hosting the reservations for Student Involvement Fair Days, Sweetest Day, and Valentine’s Day.

Please note that non-compliance or repeated verbal warnings will result in a disciplinary violation from the
Meetings and Conferences office, which will affect the organization’s ability to reserve spaces. 

INDOOR TABLE RESERVATIONS



For outdoor event requests, please reach out to Senior Event Coordinator, Sarah Thomas, at
sthomas38@uic.edu. Registered Student Organizations may book outdoor spaces during the semester but
not during breaks. Your event is not officially reserved until the M&C Event Coordinator has provided a
confirmation document. Have your confirmation ready on-site during your event. If you are unable to provide
proof of confirmation when requested by Building Management, you may be asked to leave. All outdoor
requests must be submitted at least two weeks before the event date.

All outdoor event plans to serve catering, host bake sales, provide refreshments, or any other activity, including
consumable products of any kind, MUST be included in the outdoor request form. Non-UIC catering, including
outside food trucks, requires prior approval from the M&C Event Coordinator and the Environmental Health &
Safety Office (EHSO) by completing the EHSO Special Event & Food Form. Submit requests at least 7 days in
advance.

Information about work order requests, costs, and food trucks is available on our website at:
https://meetings.uic.edu/reserving-space/registered-student-organization-outdoor-events/. Prices are
Non-Negotiable and are not determined by the Meetings and Conferences Department.

Outdoor Event Protocol

RSOs are welcome to provide their own tables and chairs for outdoor events. 
Furniture permitted: six-foot rectangular tables; standard folding chairs.

Tents are allowed with certain exceptions.
Tents permitted: 10x10’ open-air canopy tents - no walls.
Tents NOT permitted: tepees, camping tents, or any tents with walls.
Staking of tents is strictly prohibited. Please use weights instead of stakes to secure your tents

Food or catering is permitted for outdoor events with certain exceptions.
Outdoor events are NOT required to go through UIC Catering (SodexoMagic).
If UIC Catering cannot fulfill a unique catering request, please reach out to the M&C Event Coordinator
to discuss alternative options.

Trash and Recycling
You may input a work order for complimentary garbage/recycling receptacles.
For ALL outdoor campus events, ONLY bottles and cans will be collected for recycling.
Cardboard and paper CANNOT be recycled through the outdoor recycling receptacles.
If interested in composting services, please connect directly with Liz Bosarge at UIC Sustainability -
eschmi21@uic.edu
If any significant mess is left behind after your event, additional cleanup personnel services will be
added to your event charges.

AV equipment is NOT available for RSO outdoor events.
Water-based activities are not permitted, including foam and open pools
Outdoor Open Expression Activities

Open Expression activities are coordinated separately from typical outdoor events.
To submit an Open Expression request, please first reach out to Annette Wright, Office of Dean of
Students - awright@uic.edu

OUTDOOR RESERVATIONS
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If the weather affects an outdoor reservation, student organizations may request a rain space in the Atrium.
Outside food approved by EHSO for outdoor events and bake sales is allowed in the atrium if the event is
moved indoors. 

Bake sales cannot be moved to the Student Center East concourse. Unless the items being distributed in the
bake sale are provided by the Chicago Catering Company, SodexoMagic. 

If the organization would like to avoid using the atrium, you can reach out to your Event Coordinator to
reschedule the outdoor reservation or rebook the event in an indoor space. Keep in mind that if food is involved
with the event, your organization is required to follow the catering exemption policy and must initiate the
process 14 days before the event date. 

RAIN SPACE

Registered Student Organizations can reserve space for outdoor table events for four hours once a week.
Outdoor table space can be reserved from 10:00 am to 2:00 pm, Monday through Friday, in the Quad (Lecture
Center Plaza). If a large event is booked or the table spaces in the Quad are occupied on your preferred date(s),
alternative table areas will be offered based on availability. 

Non-UIC Organizations are NOT permitted to rent outdoor space. Non-UIC organizations are NOT permitted to
solicit university students, faculty, or staff using unauthorized outdoor space. 

Tabling events are subject to shutdowns if the following usage rules are violated: 

The sale or distribution of food and beverages without required pre-approval is prohibited. All catering
items or food service must be pre-approved by M&C and EHSO. No homemade food is allowed to be
served or sold on campus whatsoever.
Unauthorized use of space, including failure to produce table space confirmation, blocking emergency
walkways near designated table area, swapping table space reservations, etc.
Disruptions to the Quad and surrounding lecture halls, including unreasonably loud music, air horns, or
megaphones, are not permitted.
No covering or obstructing windows, bulletin boards, or doors of nearby facilities.

Please note that non-compliance or repeated verbal warnings will result in a disciplinary violation from the
Meetings and Conferences office, which will affect the organization’s ability to reserve spaces. 

OUTDOOR TABLE RESERVATIONS
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Registered Student Organizations (RSOs) can now reserve classroom spaces through the Meetings and
Conferences department. To book a classroom, please fill out the RSO booking form and select
"Classroom/Lecture Hall." Please note that setup changes and equipment requests are not available for this
type of booking. Organizations may use the equipment that is already in place in the reserved classroom.

Schedule & Availability 

Monday - Friday: 6:00 PM to 9:00 PM
Saturday & Sunday: Closed
Booking Window: Availability varies. Rooms cannot be booked more than one month in advance. 

Room Restrictions

Meetings Only: No Programs of any kind are permitted. 
No Series Bookings: Classrooms are available for single-use reservations only; recurring series are not
allowed.
No Food or Drink: Food and beverages are strictly prohibited.
Noise Control: Quiet, undisruptive meetings only—no amplified sound or music allowed.
Enforcement: The Meeting and Conferences room disciplinary procedures apply to all classroom
bookings.
Attendance: All in attendance must be UIC Students. Non-UIC students are not allowed in the classrooms.

Booking Deadlines

5-Day Notice: All requests must be submitted at least 5 days in advance.
Strict Denial: Requests made 4 days or less before the date will be automatically denied.

CLASSROOM BOOKING POLICY & RULES
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The University signed an exclusive contract with the Chicago Catering Company, SodexoMagic, to cater
meetings in the Student Centers' meeting rooms. All catering for events within the Student Centers (SCE,
SCW, & SSB) must be provided by that company. 

The Student menu is located at this link: https://uiccatering.catertrax.com/

Using any of the food vendors located within the Student Centers is permitted in the Meetings and
Conferences meeting rooms. If you have food from our internal vendors, please notify the On-Call Student
Manager to avoid the outside food violation. 

Any unauthorized outside food (not purchased from SodexoMagic or the Student Center vendors) within the
meeting rooms will result in disciplinary action and immediate 30-day suspension if the food is not removed
from the event room. 

Please note that the RSO hosting the event is required to clean up any leftover catering food and/or garbage
after the event to avoid disciplinary notice and fines.  

SOR Credit

Registered student organizations are also eligible to use SOR Credits for UIC catering support, managed by
CSI. Applications should be submitted 14 business days before your event.  Information on the guidelines
and the SOR Credit form can be found here: https://involvement.uic.edu/student-organization-funding/ 

Catering Exemption

All exemption requests must be started 14 business days (or more) before your event; otherwise, the
request will be denied. Please contact Dawn Ridolfi at dawn.ridolfi@sodexomagic.com and Jojo Chavez at
jovony.chavez@sodexo.com to start the process. Please note that catering exemptions are evaluated based on
service capability, not price. If UIC Catering can accommodate the requested menu or service, an exemption
will not be granted. Additionally, donations and sponsorships do not qualify for catering exemptions. 
 
If Dining Services approves the catering request, the organization and Catherine S. Stoutner
(cstoutne@uic.edu) must sign off on the Request for Catering Exemption form. The office of Meetings and
Conferences must receive the signed form at least 7 business days before the event; otherwise, the
request will be denied. The necessary documentation for the catering exemption is noted on the form. All
paperwork and forms must be submitted four business days prior to your event; otherwise, the request
will be denied.  
 
The approved catering will be stated on the event confirmation sheet. The organization is required to clean the
tables/room after the event to avoid a fine. Please note that bringing in outside, unapproved food results in an
automatic 30-day suspension.

FOOD POLICY

7

https://uiccatering.catertrax.com/
https://uiccatering.catertrax.com/
mailto:jovony.chavez@sodexo.com


Attendance Policy
Any event hosted by a student organization is subject to affiliated organization rates if the attendees are non-
UIC students. If the student organization chooses not to use its full reservation time, it must inform the On-Call
Student Manager before vacating the space. 

Capacity Policy
Each meeting room has a maximum capacity, determined by state, federal, fire, and safety regulations, based
on the space and setup. Groups that begin to exceed the room capacity will be monitored for safety. Meetings
and Conferences reserves the right to ask additional guests to leave or cancel the event if the event is deemed
unsafe.      

Decoration Policy
Items such as helium balloons, glitter, confetti, bubbles, slime, or similar products are prohibited. Open flames,
candles, and/or incense are not allowed at any time. Do not attach decorations or other materials to walls
using anything that may leave behind residue, peel paint, or otherwise damage the surface. The organization
will be charged for the repair of any damage to walls/tables/floors caused by signs, decorations, or the event.
Your Event Coordinator will be happy to work with you about approved methods to help display items for your
event.

Furniture Policy
Meeting rooms must remain “as is” per the agreed-upon setup for your event. Furniture rearranging is
prohibited and will result in disciplinary action. For special setup needs, please work with your Event
Coordinator to prepare a diagram for your specific setup. If additional furniture is needed on the day of the
event, be sure to contact the On-Call Student Manager for assistance and approval. 

Safety Policy 
The Registered Student Organization is responsible for exercising due care and reasonable control to ensure
the safety and protection of persons or property at the event. They shall cooperate with and comply with the
efforts of Meetings & Conferences and the University of Illinois Chicago to ensure the same. If it is determined
that adequate safety and protection of persons or property at the event cannot be ensured through reasonable
security or other precautions, the permission to use the facility may be denied or withdrawn.

Smoking Policy
UIC is committed to maintaining a campus that is free from tobacco, smoke, and cannabis. This policy includes
all forms of tobacco and cannabis products, such as cigarettes, cigars, vapes, pipes, water pipes (hookahs),
chewing tobacco, electronic cigarettes, and smokeless tobacco. Furthermore, the use, burning, or vaping of
cannabis products is strictly prohibited anywhere within the campus boundaries.

Alcohol Policy 
The University of Illinois Chicago is committed to maintaining an alcohol-free environment for its students and
employees in compliance with applicable federal, state, and local laws. No one under the age of 21 may
possess, sell, or consume alcoholic beverages on any property under UIC’s control, including campus housing.

FACILITY USE POLICY
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To cancel a meeting space, email your request to rsoevents@uic.edu so staff can manually review and process
it. Deadlines and penalties vary by location and are calculated in business days (excluding weekends and
official university holidays).

Cancellations for the Illinois Room or Thompson Room events must be submitted ten business days before
the event date by 5 pm. Failure to provide cancellation within this time will result in a full charge ($575). If
the cancellation is made less than 48 hours before the event, a $325 fine will be added to the full charge. 

Cancellations for the Cardinal Room or Room 301 must be submitted seven business days before the
event by 5 pm. Failure to provide a written cancellation within this time will result in a $75 fine.

Cancellations for smaller meeting spaces must be submitted three business days before the event by 5
pm. Failure to do so will result in a $25 fine. 

No-Shows will result in disciplinary action and a fine.

CANCELLATION POLICY

PAYMENT POLICY

All charges on the confirmed reservation will be due after the event to accommodate additional requests and
audiovisual equipment. Once the updated invoice is sent, payments must be made within 30 days of the
event. 

Student organizations have the following options to fulfill their payments: 

Online payment with a credit or debit card. 
A paper check made out to the University of Illinois Chicago. 
Submit the final invoice to UIC Connect upon receipt of the invoice to pay using your COF Account. 

Information on COF Accounts can be found here: https://involvement.uic.edu/manage-org-money/

Failure to pay within 30 days will result in the loss of privileges to reserve event rooms and the cancellation of
future reserved events until the balance is paid. During this time, the event space will be open for other
organizations to book. If the organization’s balances are not paid in time before the space is booked, the
organization must rebook its original event for a different date. 
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To ensure fair use of meeting rooms, table spaces, and outdoor spaces, registered student organizations
(RSOs) must follow the rules set by the Office of Meetings & Conferences and Building Management in
collaboration with the Center for Student Involvement and Student Centers. Non-compliance will result in
disciplinary action. The Office of Meetings and Conferences tracks reservation infractions, which include the
following:

Disciplinary action will be taken for the following offenses: no-shows, improper use of space, damage to event
rooms, failure to clean up after your event, unauthorized use of space or equipment, changes to room
arrangement, and failure to follow policy. This includes moving furniture in and out of the event room and
retrieving furniture from storage closets. If multiple offenses occur during an event, the organization will
receive separate disciplinary notices for each violation. 

Please note that bringing in outside, unapproved food results in an automatic 30-day suspension.

Violations are issued to the RSO President and registered offices along with the Faculty Advisor via official
written notice under the following Three-Strike System: 

The First Disciplinary Notice: The organization receives an official written warning outlining the policy
breach. No penalties are applied.

The Second Disciplinary Notice: The Registered Student Organization is placed on a 30-day reservation
suspension. Existing room, table, and outdoor reservations are canceled, and new booking privileges are
frozen.

The Third Disciplinary Notice: The organization's space reservation privileges are immediately
suspended for 16 weeks. All current and recurring room, table, and outdoor bookings will be
systematically cancelled and the suspension period will carry over to the following academic year if it
occurs during the Spring Semester. 

All disciplinary notices may also include fines, depending on the severity of the offense. Organizations have 48
hours to appeal the suspension by providing new evidence or reasoning to dispute the claim of a rule violation.
This must be directed to Kim Tran — Office Support Specialist, at ktran42@uic.edu.

Any violations of the university's Code of Conduct will be reviewed by the Office of the Dean of Students and
may affect the registered student organization's ability to reserve spaces through Meetings and Conferences.

DISCIPLINARY PROCEDURE
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ACKNOWLEDGEMENT

By signing below, I confirm that I have read and understand the Meetings and Conferences Registered
Student Organization Agreement. I accept full responsibility for enforcing these rules, educating my
organization on the policies, and fulfilling all liability and indemnity obligations. I acknowledge that non-
compliance may result in financial penalties and the delay of our event.

Organization Name: 

President Full Name: 

President Initials: 

Date Signed: 

Treasurer Full Name:

Treasurer Initials: 

Date Signed:

Officer - SOR Full Name: 

Officer - SOR Initials: 

Date Signed: 

Advisor Full Name: 

Advisor Initials: 

Date Signed: 

Once all parties have signed, please email the agreement to Kim Tran at ktran42@uic.edu.

This agreement is valid for the 2026-2027 academic year and is required to reserve event and table spaces
with the Meetings and Conferences department. It must be renewed annually at the start of each academic
year.
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