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Workshop Goals

·To update students with changes in the 
campus scheduling and publicity/posting 
regulations.

·To re-orient students with the basic 
Program Regulation Clearance process.

·To remind students how to plan and 
advertise successful campus events.



Annual Registration of 
Student Organizations

·Organization Registration Card (ORC) deadlines:

·October 1

·March 1

·Eligibility

·Undergrads 6 units; Grads 3 units 

·2.0 GPA and no probation of any kind

·Orientation and Event Planning Workshop

·Event planning ability expires August 31, 2010

·Must attend annually



S.H.E.L.L.S.

·Successful Higher Education Leadership 
Learning Skills

·Officer Manual

·Officer Transition Manual

·Financial Budgetary Manual

·Organizational Meeting Manual



Program Regulation Clearance 
(PRC) Process

·What is it?

·A process of planning, advising, and approval.  

·A tool used to assist the student event planner in 
planning their event.

·It is also an official contract between the student 
event planner and the University.  



USU Event Scheduling Process: 
Minor Events

·MINOR programs are defined as events:

·With a capacity of 50 or under

·Scheduled only in rooms 202, 204, 205A, 205B, 205C 
(not 205ABC together), 303, 304, 305, 306, and 307.

·Free and open to the public 

·Serving Group One Foods 



Minor Program 
Scheduling Process (USU)

·Proceed directly to the University Student Union -
Conference and Events Center (USU-CEC) to 
tentatively reserve facility.  

·The students will then meet with their SLD 
Advisor for further program advisement.

·SLD Advisors sign the USU-CEC Reservation 
Confirmation form for final approval of the event.  



USU Event Scheduling Process: 
Major Events

·MAJORprograms are defined as events: 
·With a capacity over 50 

· In the Ballrooms (ABC - single or combination) 

·On the Southwest or Southeast Terraces 

· In the South Plaza

·At the USU Pool

·On the USU Lawns 

· In the Soroptimist House 

· In the Beach Auditorium 

·Games Area

·Exceeding 4 hours

·Serving Group Two or Group Three Foods



Major Program 
Scheduling Process (USU)

·Any member of student organization can go to the USU-CEC 
to see if the USU venue they wish to reserve is available.  

·If available, the USU-CEC will place a Three-Day Courtesy 
Hold on the room for that organization.  

·A certified student event planner must then meet with their 
SLD Advisor for major program advising and initiate the 
Program Regulation Clearance (PRC) process. 

·Once the meeting has taken place the student can return to 
the USU-CEC with their PRC to reserve their venue, all within 
three days by 5:00 pm.  



Major Program 
Scheduling Process (USU)

·Student continues meeting with their SLD Advisor to 
review and approve their PRC process.

·Once the SLD Advisor approves the event, the student 
turns in their approved PRC to the USU-CEC before 
the due date.  

· It is at this point that students may publicize and implement their 
event.

·The student will then receive a confirmation of their 
event from the USU-CEC in their SLD mailbox across 
from USU-215.  

·The confirmation notice is included with a copy of the completed 
PRC. 




