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	Howard University School of Law

2900 Van Ness Street, NW

Washington, DC 20008

(202) 806-8000 – (202) 806-8424/Fax

	MONITOR REQUEST FORM


	MESSAGE SYSTEM INSTRUCTIONS

	1. All messages are subject to review and must be approved by Law School Administration

	2. Only recognized student organizations, faculty and staff can post events on message screens

	3. Message must be received 48 hours prior to posting date


	MESSAGE SYSTEM FORM

	Complete if only requesting Message System 

	Date:     
	Name:     

	Phone Number:     
	Cell Phone Number:     
	Fax Number:         

	Address:                                       
	City:                                         
	State:     

	Email Address:                                                                                    
	Organization:     

	Event Sponsor:  FORMCHECKBOX 
Student Organization  FORMCHECKBOX 
Staff   FORMCHECKBOX 
Faculty  
	Title of Event:      

	Name of University Sponsor (if applicable):      

	Address of University Sponsor:     

	     

	Signature of responsible party:
	


	Dates to posted:
	     

	Text of message to be posted (required)
	     

	
	     

	
	

	
	

	
	

	
	

	
	

	
	

	
	     


	GUIDELINES AND RESTRICTIONS REGARDING USE OF

LAW SCHOOL FACILITIES
General Information
1. The authorized representative of an organization who completes a Request for Use of Facility form commits the organization to the accuracy of all information contained in the form.  That representative also is responsible for ensuring the organization’s full compliance with all Howard University School of Law (HUSL) procedures and policies.  Individuals who complete the forms make the same commitment.

2. The authorized individual or organization and all invited guests are expected to conduct activities in a responsible manner during use of HUSL facilities as well as the movement of furniture, decorative items and equipment without the permission of the HUSL staff.

3. All event participants must comply with posted notices such as room capacities, unobstructed exits and the policy against taping items to walls, windows, doors and other objects in the HUSL facility.

4. Failure of individuals, officers and/or members of organizations to observe University/HUSL policies relating to use of facilities shall result in denial of future requests for use of space at the School of Law.

Parking
During regular business hours, the HUSL parking lot generally is full to capacity with vehicles driven by valid permit holders.  Limited parking may be available on weekends and holidays.  Therefore, parking cannot be guaranteed for events taking place during or after normal business hours. 

Equipment

All requests for equipment must specify the type and amount of equipment required.  Sufficient notice (at least three business days) is required.  Audio-visual equipment, technological equipment, and speaker’s aids such as microphones will be available upon request at an additional charge.

Restricted Access
Access to some rooms is restricted exclusively to certain groups.  Smartroom usage is governed by the Smartroom Use Policy.  In particular, it requires training by a certified trainer and the presence of a certified trainer or full-time faculty member when the equipment is in use.  Unless there is a class scheduled in a smartroom after 5:00 p.m., smartrooms will be locked daily at that time.  Use of these rooms is extremely restricted after regular business hours and on weekends. Unless you receive special permission from The Dean of the Law School.

The Faculty Lounge is limited to use by the faculty for faculty activities only.  The President’s Suite has to be approved by The Dean.  No special events will be scheduled during the reading and examinations period.  

Holy Cross Foyer
Anyone requesting use of the Holy Cross Foyer should be aware that there is no air conditioning or heat in that area.  In addition, the space is open and efforts to curtail other traffic may not be successful.

Food
No food or beverages of any kind are allowed in the classrooms, the Moot Court Room or the Chapel.  Sodexho the University’s contractor for food service has first right of refusal for any food served on HUSL campus.

Smoking and Alcoholic Beverages

No alcoholic beverages may be consumed on HUSL property.  In addition, smoking is prohibited in all HUSL buildings.  It is imperative that visitors, faculty, students and staff adhere to the smoking signs posted in designated area.
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