EVERGREEN
VALLEY COLLEGE

Facilitron request link for rentals:

https://www.facilitron.com/evc95135

Please contact Jamison Jossis at 408-531-6160 or
Jamison.Jossis@evc.edu

EXTERNAL REQUEST PARTNERING WITH EVC COLLEGE

U

REQUEST FOR FACILITY USE FLOWCHART

(For events/activities not a part of the regular instruction schedule)

REQUEST FOR USE OF EVC FACILITIES

IS THIS AN INTERNAL REQUEST
(EMPLOYEE/STUDENT)?

NO

y 2

EXTERNAL REQUEST ONLY

1

R

REQUIRES FACILITRON RESERVATION REQUEST AND APPROVAL
OF ANY COSTS BY DIVISION DEAN AND VP of ADMIN SERVICES

Required ltems:

1. External Partner submits Facilitron Reservation Request
& Facility Rental Agreement

2. Paid reservation deposit and fees
3. Set-up Proposal Submitted/CTSS work order submitted
4. Detailed Event Summary
5. Review of Rental Policies
6. Campus Police Request Approval
7. Certificate of Insurance (COI)

8. Vendors— Required documents signed and submitted

EXTERNAL FACILITY USE IS CONSIDERED A FACILITY
RENTAL AND ALL PROCEDURES AND FEES APPLY

Required ltems:

1. Facilitron Reservation Request & Facility Rental
Agreement

2. Paid reservation deposit and fees

3. Set-up Proposal Submitted/CTSS work order sub-
mitted

4. Detailed Event Summary
5. Review of Rental Policies
6. Campus Police Request Approval
7. Certificate of Insurance (COI)

8. Vendors— Required documents signed and sub-
mitted

PARTICIPANTS AND AUDIENCE ARE
ONLY EVC EMPLOYEES AND STU-
DENTS

PARTICIPANTS AND AUDIENCE
ALSO INCLUDE NON-EVC PEOPLE
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ONCE ALL ITEMS HAVE BEEN RECEIVED.
EVENT WILL BE REVIEWED. IF
‘APPROVED’, THE EVENT CAN BE PRO-
MOTED

<

Facility Rental Walk-Through

<

ONCE ALL ITEMS HAVE BEEN RE-
CEIVED. EVENT WILL BE REVIEWED. IF
‘APPROVED’, THE EVENT CAN BE PRO-

MOTED

<

Facility Rental Walk-Through

*** PROCESS IS SUBJECT TO CHANGE ON A QUATERLY BASIS

REQUIRES FACILITRON RESERVATION
REQUEST AND APPROVAL OF ANY
COSTS BY DIVISION DEAN AND VP of
ADMIN SERVICES

Required Items:
1. Facilitron reservation request

2. Paid reservation fees, if after 5pm or
on the weekend

3. Set-up Proposal Submitted
4. CTSS work order submitted
5. Event Summary
6. Review of Rental Polices

7. Campus Police Request Approval

8. Required documents for VEN-
DORS signed and submitted

REQUIRES FACILITRON RESERVATION
REQUEST AND APPROVAL OF ANY
COSTS BY DIVISION DEAN AND VP of
ADMIN SERVICES

Required Items:
1. Facilitron reservation request

2. Paid reservation fees. if after 5pm
or on the weekend

3. Set-up Proposal Submitted
4. CTSS work order submitted
5. Event Summary
6. Review of Rental Polices

7. Campus Police Request Approval

8. Required documents for VEN-
DORS signed and submitted
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ONCE ALL ITEMS HAVE BEEN RE-
CEIVED. EVENT WILL BE REVIEWED. IF
‘APPROVED’, THE EVENT CAN BE PRO-

MOTED

3

ONCE ALL ITEMS HAVE BEEN

RECEIVED. EVENT WILL BE RE-

VIEWED. IF ‘APPROVED’, THE
EVENT CAN BE PROMOTED

3

Facility Rental Walk-Through

Facility Rental Walk-Through

***Vendors on Campus:

ALL GOODS/SERVICE VENDORS may be required
to submit the following to Facilities/Business Ser-

vices:
e W-9Form
Waiver of Liability Agreement
Independent Contractor Agreement (ICA)
Business Enterprise Certification (BEC) form
e (Certificate of Insurance (COl)
More details can be found at:

https://sieccd.edu/district-services/

general-services/purchasing-toolbox

VENDORS PROVIDING INFOMRATION may be
required to submit the following to Student Affairs
Office:

e EVC Vendor Contract

Free Speech: Time, Place, and Manner Regis-

tration Form

e SJECCD Volunteer Waiver and Agreement

More details can be found at:

https://www.evc.edu/student-life



https://www.facilitron.com/evc95135
https://sjeccd.edu/district-services/general-services/purchasing-toolbox
https://sjeccd.edu/district-services/general-services/purchasing-toolbox
https://www.evc.edu/sites/default/files/2022-04/Vendor-Contract.pdf
https://www.evc.edu/sites/default/files/2022-04/evc-speech-time-place-and-manner-registration-form.pdf
https://www.evc.edu/sites/default/files/2022-04/evc-speech-time-place-and-manner-registration-form.pdf
https://www.evc.edu/sites/default/files/2022-04/volunteer_waiver_and_agreement.pdf
https://www.evc.edu/student-life

