



Dear Coordinator, 

Thank you for considering Georgia College & State University as the host site for your event. The Department of Continuing Education would like to extend a welcome invitation for you and your participants to visit Milledgeville and our campus. Our staff is at your service to ensure your experience is a pleasurable one. 

Please carefully read through the Camp & Conference Services Policy and Procedure Guide. The guide contains information about our policies for payment, use of facilities, cancelation, and planning. This information provides answers to many “what if” questions that usually arise with camps, conferences, and events in general. Please feel free to contact your Conference Coordinator with any questions, concerns, problems, or suggestions. 

Again thank you for considering Georgia College & State University. We are looking forward to working with your organization to make this event a complete success.

Sincerely,

 
Artis Williamson 
Director of Continuing Education













GEORGIA COLLEGE & STATE UNIVERSITY 
Camp and Conference Services 
Policies and Procedures 

Camp and Conference Services 
More and more individuals and organizations are discovering Georgia College & State University as a site to hold their camps, seminars, conferences, and meetings. The reason? The Department of Continuing Education at Georgia College & State University is committed to providing the best possible services for your event. We offer state-of-the-art facilities, technologically advanced classrooms, meeting rooms with a variety of seating arrangements, food services, a full array of audio visual equipment, registration support, and many other details associated with hosting a program. 

Thank you for considering Georgia College & State University as the host site for your event. Our staff is available to help make your event successful and effective. Please feel free to contact our conference services staff if you have any questions, concerns, problems, or suggestions. You can reach us by phone at (478) 445-5277, by e-mail at continuingeducation@gcsu.edu, or you can visit our website continuingeducation.gcsu.edu and select the Camp and Conference Services link to view our services and facilities. 

This guide is designed as an aide for planning your event on our campus. It includes general information about how our camp and conference services work, and provides a step by step check list for your convenience. 

Service Agreements 
Groups who have chosen Georgia College & State University for their camp or conference will receive an event confirmation packet that includes a Service Agreement from the University. This agreement outlines the services and facilities provided by the University, the services provided by the group, and the terms of the agreement. 

The Service Agreement must be signed by the Group and returned to the Department of Continuing Education. The Individual Participant Data portion of the Service Agreement allows the Group to provide an estimated number of participants for the event. Please complete this section. The necessary deposit (explained below) should accompany the Service Agreement along with proof of insurance (see Service Agreement for details).
 
Optional Services 
Your service agreement will spell out the responsibilities of the University.  However, the university offers numerous optional services that allows your group to make use of more than just facilities at GCSU. Your conference coordinator can schedule services such as outdoor pool time, lifeguards, pizza parties, ice cream parties, snacks, athletic trainers, and audio visual equipment. Requested services will be provided pending availability of services and staff.  If services are needed not listed in your service agreement, please let your conference coordinator know. 

Dining 
Sodexo, Inc. provides all food services on the Georgia College & State University campus. The service agreement will explain in detail all fees associated with food services for your program. 

Housing 
Groups who choose to stay overnight on the GCSU campus will stay in the University’s residence halls. Single and double occupancy rooms are available. Groups must specify the number of participants utilizing single occupancy rooms and the number of participants utilizing double occupancy rooms at least 21 business days prior to check-in. Groups may use the Roster form provided in the Event Confirmation Packet to submit this information. The service agreement will explain in detail all fees associated with housing for your program.  We have included University Housing’s Policies for use of the residence halls. 

Groups requiring off-campus accommodations should contact the conference coordinator at (478) 445-5277 to make arrangements. 

Deposits 
All groups will be required to submit a deposit prior to the event to reserve residence halls, food services, and campus facilities at Georgia College & State University. This deposit should be submitted with the signed Service Agreement including an estimated number of attendees, and proof of insurance (see service agreement for insurance requirements). All materials must be submitted to Georgia College & State University, Department of Continuing Education, Campus Box 040, Milledgeville, Georgia 31061. 

Groups that do not submit the Service Agreement, Deposit, or the proof of insurance by the deadline noted in the service agreement will forfeit their reserved space on the calendar. The first agency on the waiting list will be offered the available dates. 

Deposits are fully refundable with written notice to Georgia College & State University. The written notice must be received by the Department of Continuing Education no later than 60 business days prior to check in. Deposits are non-refundable within 60 business days of check-in and will be used to cover expenses incurred during planning of the event.  This 60 day deadline may be reduced – if so, any reduction will be noted in the signed Service Agreement. 

Payments 
The Department of Continuing Education will invoice your group, according to the stipulations set forth in the Service Agreement, at the completion of your program. The deposit will be applied toward your final invoice. Groups have 45 business days from the invoice date of issue to pay the invoice balance. Groups who fail to pay within 45 business days will be subject to a late fee equivalent to 10% of the original invoice. 

Planning your event 
Our conference coordinator will help coordinate the planning of your event on the GCSU campus. Our services can include arranging room reservations, audio visual equipment, housing and dining needs, and handling registrations for your event. Our goal is to help you plan and carry out an effective program for your participants. The Policy and Procedure Guide also serves as a planning tool to help achieve this goal. 

Helpful Reminders and Other Information 
· You must submit your signed Service Agreement
· You must insert estimated participant numbers in your signed Service Agreement*
· You must include your deposit with your signed Service Agreement
· You must submit Proof of Insurance with your signed Service Agreement


* The estimated number of participants should be based on the number of participants you plan to enroll in your program and filled in the blank provided on your service agreement. This includes all staff, leaders, chaperones, and participants. Sodexo will order food and University Housing will reserve rooms based on your estimates. The actual number of participants will be due no later than 21 business days prior to check-in. Once the actual number of participants has been submitted a 10 person fluctuation (plus or minus) will be allowed without monetary penalty. However, since Sodexo orders food and University Housing reserves space according to the number of participants, monetary penalties will be enforced with fluctuations greater than the allowed 10 people. Groups must provide a participant and staff roster specifying gender and room preference (single or double occupancy) no later than 21 business days prior to the first scheduled event. Groups should consider setting a registration deadline to assure the roster is ready for submission by the 21 day deadline. Any participants added to or removed from the roster must be submitted at the time of check-in. A sample roster form will be included in your event confirmation packet and may be used by groups to report all Individual Participant Data that is due at least 21 business days prior to check in. 























A Checklist to Help You Plan Your Program

Initial Stages 
__	 Contact has been made with a conference coordinator at GCSU (Georgia College & State University, The Department of Continuing Education, Campus Box 040, Milledgeville, Georgia 31061, (478) 445-5277, (478) 445-6271 (fax), or continuingeducation.gcsu.edu) 
__	The conference coordinator will need some initial information to begin planning your event. Please provide as much of the following information as possible. 
__	Dates of event 
__	Estimated number of participants 
__	Number of meals to be served 
__	Facility needs 
__	Audio Visual equipment needs for your event 
__	Housing needs 
__	The signed Service Agreement including estimated number of participants has been returned to GCSU 
__	The $1,500 deposit has been sent to GCSU 
__	Proof of liability insurance has been provided to GCSU (see service agreement for requirements) 

Due 21 Business Days Prior to Your First Event 
__	A finalized number of participants 
__	A roster of all participants, their contact information and room preference (single or double) 
__	A list of all staff, their contact information and room preference (single or double) 
__	A list of any special dietary needs of participants 

Due 10 Business Days Prior to Your First Event 
__	Any additions, alterations, or specifics in relation to requested optional services should be submitted to GCSU 

The Day Before Your Event 
__	Group leaders should arrive on campus to obtain appropriate keys to rooms 
__	Group leaders should visit rooms to ensure arrangements are suitable for their programs 
__	Group leaders should become familiar with room locations, dining locations, and housing   requirements 

The Day of the Event 
__	Groups should check in at the scheduled time and location 
__	University Housing will assign keys to all participants 

During the Event 
__	Groups must adhere to meal times as scheduled on the GCSU agenda for the event.Failure to arrive for meals on time will result in long lines and delays for your group. 

The Last Day of Your Event 
__	All participants should submit an evaluation of the program. The Board of Regents requires that we receive evaluations. If your group does not have an evaluation, we will gladly provide copies of our evaluation for distribution. 
__	A roster of participants will be provided to the on-site event representative and should be signed and returned along with evaluations. 

After Your Event 
__	A final invoice will be created to reflect services rendered and your deposit credit will be applied to the final invoice balance. 
__	The invoice should be returned to GCSU with payment on or before 45 business days from the date of issue. 
__	Failure to pay the final invoice balance by the 45 day deadline will result in a late fee equivalent to 10% of the final invoice balance. 
































General Facility Usage Policies 
Groups may not alter the décor or furnishings of any facility on the campus of Georgia College & State University in any manner. Groups must request permission to post or hang any type of items on walls, windows, doors, columns, etc. STAPLES, PUSH PINS, TACKS, DUCT TAPE, MASKING TAPE, NAILS, and SCREWS may NOT be used to hang or post materials. Please check with your conference coordinator if you have any questions.  Any damages to facilities will be billed accordingly and added to the final invoice balance of the GROUP. 





































University Housing Policy 
Housing Reservations: 
Groups must submit, at time of reservation an estimated number of participants, leaders, coaches, etc., according to requested occupancy. This projection will be used in reserving spaces and may be changed up to 21 business days prior to check-in. 

Groups must submit a final roster including names, gender, housing status, and roommate requests to the Department of Continuing Education 21 business days prior to the first scheduled day of the GROUP’S event. Groups will be allowed a fluctuation of 10 persons plus or minus the original number without monetary penalty. Fluctuations greater than 10 persons will be charged $12 per difference in addition to the nightly occupancy rate, if applicable. 

GROUPS WILL BE CHARGED $25 FOR EVERY DAY THE ROSTER AND FINAL NUMBER OF PARTICIPANTS ARE PAST DUE. 

There are no refunds for participants arriving late or departing early. 

Housing Cancellations: 
Groups providing written cancellation notice of housing requests no later than 60 business days prior to check-in will not be billed.
 
Groups canceling housing requests within 60 business days of check-in will be billed $10 per reserved space plus liquidated damages for lost business opportunity (an amount computed at 25% of the original estimated bill).
 
Groups canceling housing requests within 10 days of check-in will be billed the original estimated amount. 

Housing Hours of Operation: 
10:00 a.m. – Midnight Daily 
A camp or resident assistant will be on duty during these hours in each residence hall.

Housing Key Policy: 
There will be a $90 charge on all hard keys damaged or not returned at the time of check out. There will be a $10 charge for all swipe key cards damaged or not returned at the time of check out.  Charges must be paid at departure or added to the outstanding invoice balance. 

Panic Buttons, Fire Doors, Campus Emergency Stations: 
False activation of any panic buttons, fire doors, or campus emergency stations will result in a $100 fine per incident, and individuals may be banned from facilities for improper use. 


Excessive Cleaning Fees: 
Any residence hall room used by a group that requires excessive cleaning will result in a $25 cleaning fee, which will be added to the group’s final invoice balance. 






































Sodexo Dining & Catering Policy 
Sodexho will make use of the finalized number of participants as presented to the Department of Continuing Education 21 business days prior to check-in for food preparation and billing. 

a. Sodexo will allow a 10 person plus or minus fluctuation from the guaranteed number of participants. Fluctuations greater than 10 will result in a $2 service charge per person, per meal. 

b. Per meal rates will be determined based on the number of participants expected for the event. Please refer to your Service Agreement for daily rates. 

Sodexo Cancellation Policy 
· Groups who cancel food service requests 60 business days prior to check-in will not be billed. 
· Groups who cancel food service requests within 60 business days of check-in will be billed $4 per person for each originally scheduled meal or food service. 
· Groups who cancel food service requests within 10 business days of check-in will be billed the original estimated invoice amount. 

