What Student Organizations Need to Know about Conference Services
Where do I go? 	
To make a reservation for space on campus for anything other than an academic class, fill out a request form in Conference Services, PSU 302.  Call us at 836-5653 or email Conferenceservices@missouristate.edu. See our website www.missouristate.edu/conferences.  You can check information about an event by clicking on "Today's Events."  You can make a reservation online there too. 
Can I make a reservation? 
Any member of an active student organization can make a reservation to use University space for an activity for that organization. 
When do I need to request space? 
You can request the use of space in Plaster Student Union up to one year in advance.  The earlier you request space, the more likely you are to get it.  As soon as you begin planning for a large event, you should talk to us.  You can request the use of space in other buildings as soon as the class schedule is set for the semester (usually October 15 & March 15.)   
How long does it take and where do I get a confirmation? 
Most reservations that come through the CSO are completed within one day.  A request for space in academic buildings takes 48 hours.  Some requests, which involve other departments and/or services, take up to 3 days.  For large events, we need all information from you more than 2 weeks before your event. Your confirmation is sent to the email address you provide on your request. 
What if we want to have food?  All food served in the Plaster Student Union OR at events booked through the Conference Services Office elsewhere on campus must be provided by Sodexho or through a PSU vendor or affiliate with the following exceptions:  1. Individuals may provide food for their personal consumption; 2. Recognized student organizations may provide pre-packaged foods that do not require refrigeration, heating, mixing, or other preparation for closed meetings and events; and 3. Recognized student organizations may conduct authorized bake sales of products prepared by their members as fundraisers at locations specified in the Missouri State Advertising and Solicitation Policy. 
Any other exceptions to the policy must be requested with a "Request for Food Service Waiver" form. Considerations for a food service waiver will include: the contractual obligations of the University; safe food handling issues; potential loss of income; and the Advertising and Solicitation Policy.   Each request for a waiver will be considered on a case-by-case basis.  Sodexho Catering is also located in the Conference Services Office suite.    
Okay, what does all this cost? 
Room Rental: Student organizations do not pay any room rental unless they are charging people to attend their event, or partnering with an off-campus organization for an event that benefits the off-campus group.  If you charge admission, your organization will be charged the lesser of a set room fee or 10% of what you take in.  To be eligible for the 10% rate, you will need to turn in a special form immediately after your event.  If you partner with an off-campus organization, you will be charged a set room fee. Different rate structures apply to University Departments and off-campus clients. 
Labor:  If you request something other than the standard set up in a room, your organization will be charged for the labor to change that set up.  It costs $15 to change a meeting room in the PSU.  The Ballroom always incurs a set up labor charge because it has no standard set up.  Normally, the set up fee for Ballroom West is $30, for Ballroom East is $15, or for the Grand Ballroom is $45. Complicated set ups in the Ballroom may cost more.  Rooms in other buildings on campus must be used as they are.  If you don't leave a room the way you found it, you may be charged labor fees to return it to its standard set up.  Some special requests incur labor charges on campus—check with us for full information about these special services. 
Equipment:  You are charged for the use of PSU A/V equipment.  When you request equipment from us, you can be sure it will be set up and ready for you when you arrive, that you will have help with it if anything goes wrong, and that we will take care of it when your event is over.  Student Organizations can bring in their own equipment, or reserve equipment through the Educational Technology Center in the library.  It is the responsibility of the Student Organization to pick up, store, and return ETC equipment.  The PSU does not have space to store equipment for you, and it cannot be left in the room after your event.  PSU equipment does not leave the Union. 
Food:  The cost of catering varies by what you order.  The catering guide has pricing information, and is available on the web.   
When/how do we pay for services? You will receive an invoice from Conference Services that details the charges that have been forwarded to Financial Services. Please do not pay from these invoices.  Charges for labor, and equipment will appear on a monthly statement from Missouri State Financial Services.  These statements are issued at the end of the month and are sent to your organization mailbox.  You pay for charges on your monthly statement at the Bursar's Office.  Charges for catering services are billed separately.  Sodexho staff will review with you how your account will be handled.

