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About the Gantt Multicultural Center

Our Mission
The Harvey and Lucinda Gantt Multicultural Center is committed to creating diverse learning

environments that enhance the intercultural competence of our students. The center supports and
advocates for the needs of all students, challenges students to think critically about themselves
and their communities, provides engaging experiential learning opportunities and empowers
students to be positive change agents.

Our Vision and Values
To be the nation’s premier educational resource that cultivates intellectually vibrant and socially

just communities. We value collaboration, communication, community, inclusive excellence,
leadership, social justice, supportive environments and transformative education.

About the Gantts

Harvey Gantt was the first African American student to enroll at Clemson, entering the
University in January 1963. Lucinda entered in the fall semester of that same year, making her
Clemson’s second African American student to enroll.

Harvey is a native of Charleston, S.C. He is a partner in the architectural and city planning firm
Gantt/Huberman Architects and served two terms as mayor of Charlotte, N.C. He earned a
Bachelor of Architecture degree from Clemson University, with honors, in 1965, and in 1970, he
received a Master of City Planning degree from Massachusetts Institute of Technology.
Throughout his career, Harvey’s ties with academia have remained strong. He has been a visiting
lecturer at a number of prestigious institutions, including his alma mater, Clemson University,
where he also received an honorary doctorate.

Lucinda is a native of Hopkins, S.C. The Gantts were married in the fall of 1964. Upon Harvey’s
graduation in 1965, he and Lucinda moved to Charlotte, N.C., where Lucinda completed her
course work in applied mathematics and earned a Bachelor of Arts degree from UNC-Charlotte.
She later continued her education, earning a Bachelor of Science degree in accounting from the
same school. Lucinda was business manager of East Towne Manor, an assisted-living facility in
Charlotte, until her retirement. The Gantts are the proud parents of four children.

About this Manual
This manual serves as a guide for multicultural student leaders to access the different resources
the Gantt Center offers ranging from physical space to funding support.
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Budget Planning Worksheet

This is a sample worksheet to help set your event budget! Some expenses/incomes may not be
utilized according to your event needs.

ANTICIPATED EXPENSES ANTICIPATED REVENUE/INCOME
Facilities Rental $ Admission Fees $
Food $ Co-Sponsors (please list below)
Lodging $

Marketing $

Speaker Fees/Honorarium  $ Other Income $
Technical Support $

Travel $

Security $

Film License/Permits $

Registration Fees $

Landscaping Fees $

Liability Insurance $

Other $

Total Cost $ Total Revenue $

Adjustments can be made to event/program if totals do not match.



Event Planning

RESERVE A VENUE
As a Registered Student Organization through Clemson University, you are eligible to reserve a
variety of spaces on campus to host your event/program.

WHERE DO YOU GO TO PLACE A RESERVATION REQUEST?

The Hub/Guest Services Desk at the Hendrix Student Center is the best place to start. All events,
large and small, require a reservation request. From there, you will be assisted with securing a
location and will be asked some questions related to your event needs. Please note that we cannot
“hold” your date until we receive your fully completed request form.

CAN I REQUEST HELP WITH COORDINATING MY EVENT?

Those who are planning complex events may also work with a Campus Activities and Events
event coordinator. Event coordinators are there to assist you with detailed logistics such as
multiple event approvals, complex equipment or staffing needs, or high profile events involving
VIPs. Most events to do not require an event coordinator, but coordinators are available by
request or as determined by Campus Activities and Events. Additional fees may apply beyond
basic coordination services.

WHAT SPACES CAN | RESERVE?

Please refer to our website at http://www.clemson.edu/administration/student-affairs/cae/ for
information on facilities that we reserve. Campus Activities and Events can also help provide
mobile event services including tables, tents, chairs, sound systems, and crews for events all
across campus. Crews include staffing for equipment operation, guest services for your
attendees, etc.

WHO CAN PLACE A RESERVATION?

It is important to make sure that the person placing your reservation is the sole contact for the
event and will be present for all questions the day of the event. Campus Activities and Events
will only send and receive information from this individual, although we are happy to copy
others. Additionally, the person placing the reservation must be a recognized member of that
organization. For instance, an advisor may not place a reservation on behalf of a student
organization. For more information, please see Clemson University’s facility use policy related
to “fronting.”

HOW FAR IN ADVANCE CAN | REQUEST SPACE ON CAMPUS?

You can request a space up to one year in advance. Your event may not immediately be
confirmed if we need additional information from you. Please also see our reservation policies
related to cancellations.


http://www.clemson.edu/administration/student-affairs/cae/

WHAT ARE UNIVERSITY POLICIES OR LAWS THAT COULD APPLY TO MY
EVENT?
There are university documents that you need to be familiar with before you begin your planning
process.
= Clemson University’s Facility Use Policy (online) outlines everything you need to know
about what is permitted for advertising your event, any sound restrictions that could apply
to your event, requirements for free speech events, sales and solicitation requirements,
how to request permission to serve alcohol at an event, and more. Please note that several
weeks should be expected to gain all necessary approvals for events.
= Clemson University’s Student Handbook (online) provides important information related
to the student code of conduct and other important information such as pet policies,
alcohol and tobacco policies, and the Americans with Disabilities Act.
= Clemson University’s Brand Policy (online) provide guidelines for using protected
wordmarks, seals, and the Clemson Tiger Paw, as well as guidelines for colors, fonts,
logos, and photography.
= United States Copyright Laws apply to any movie shown, and you will need to purchase
the appropriate license to show any film on campus. (Note: Checking out a movie at the
library does not constitute the purchase of a movie license.)
= South Carolina Law prohibits certain situations involving gambling and other “games of
chance.” There are also guidelines related to raffles. Please note that Bingo requires state
licenses that are not available at Clemson University, therefore Bingo is not permitted. It
is important to work with your event coordinator before you finalize any plans.

WHAT ARE FEES CHARGED FOR EQUIPMENT OR ROOM RENTALS?

= Campus Activities and Events is committed to providing services and equipment at the
most reasonable price while still remaining committed to excellence in customer service.

= Each university unit on campus has approved billing rates which are published on
Clemson University’s website. Campus Activities and Events billing rates are also
available by contacting the Hub.

=  There may also be agreements through Undergraduate or Graduate Student Government
that provide for free use of specific items for recognized student organizations. That
information can also be provided through the Campus Activities and Events Hub.

= We will provide you with a cost worksheet for your all facility and service-related costs
once you have submitted all needed information to us.

WHAT OTHER INFORMATION IS COVERED IN REQUEST FORMS?
Additional information and policies covered in our request forms include:

= Prohibited items in facilities

= Event security policies

= How to request catering, linens, and food waivers



= Approval procedures for items such as landscaping, fire department, police department,
use of university marks, and the sale of merchandise.

= Other policies related to information we need from you as well as your responsibilities as
our customer.

WHAT ARE CLEMSON UNIVERSITY’S FOOD POLICIES?

Aramark is the exclusive food provider for all areas and events on campus. Information on how
to request catering can be found by contacting the Campus Activities and Events Hub. In very
limited circumstances, organizations may request a food waiver. Inquiries related to food waivers
begin by contacting the Campus Activities and Events Hub at least 4-6 weeks before the event.

CAN I RENT LINENS FOR MY EVENT?
Linens are also available by contacting Aramark. We recommend discussing your linens needs
several weeks in advance of your event.

HOW DO | BOOK A PERFORMER OR ACTIVITY?

It is important to work with Campus Activities and Events BEFORE you request signature for
any performer, third party, or activity contracts. We can help you determine if the contract
requirements can be provided, guide you in the process to work with risk management and
procurement, and provide assistance in determine the designated university official that is
permitted to sign your contract.

CAN I SIGN CONTRACTS OR ORDER EQUIPMENT FROM THIRD PARTIES?

Only certain university officials have permission to sign contracts, and Campus Activities and
Events can provide guidance on how to find the appropriate individual to sign your contract. For
image, liability, and consistency purposes, all equipment and services must be rented through
Campus Activities and Events in the facilities we manage. If we are unable to provide specific
equipment, we reserve the right to coordinate the rental of the equipment on your behalf and
provide a streamlined invoice for you.

HOW DO | REQUEST FLIER AND BANNER APPROVALS?

Before you incur costs for the printing of advertising materials, make sure you have read the
facility use policy. We also recommend that you work with Campus Banner and Design for your
printing needs, as they are more familiar with policies and can offer you great services and rates.
You may also email a proof of your materials to reserve@clemson.edu to receive feedback
before printing. Your materials will be stamped at the Campus Activities and Events Hub as
approved. You can provide us with one copy of your flier to be stamped and then you can make
copies of that flier. If you provide us with many copies of your materials to be approved, please
be prepared to leave your materials with us, and we will let you know when you can pick up your
stamped materials.



WHAT OTHER APPROVALS COULD I NEED?

= Events involving minors will need to work with the Office of Pre-Collegiate Programs.

= Events involving third parties or an event involving risks will need to discuss their event
with the Office of Risk Management. Note that liability insurance may be required in
certain circumstances.

= Events that a third party providing more than $2,500 in services may require discussions
with your financials area or the Office of Procurement.

= Events involving sales tax or significant financial costs should be discussed with your
respective business office.

WHAT IF MY EVENT ATTENDEES DO NOT HAVE PARKING PASSES?

A parking pass is required for all those parking on campus. The Campus Activities and Events
Hub or your event coordinator will assist you in obtaining appropriate permissions and passes for
your event.

HOW CAN | SELL TICKETS?

Campus Activities and Events maintains an exclusive contract with Ticketmaster. If you wish to
sell tickets for your event, it is important to inform the Hub or your event coordinator as far in
advance as possible so that we can help you with appropriate permissions to sell tickets.



Funding Request

The Gantt Center has a fluctuating pool of funding that we reserve for students and student
organizations, whose mission is to enhance the campus climate around diversity and inclusion, to
assist in planning events and opportunities. This funding isn’t guaranteed each year, but can be
expected most times. In order to apply for funding with the Gantt Center, you must meet the
following requirements:

Be a registered student organization through Tiger Quest

Be in good standing with Student Government, Student Organizations office, and the
Gantt Multicultural Center

Have a mission or host a program that aims to enhance the campus climate around
diversity and inclusion

Funding Requests with the Gantt Center should address the following:

Full name of organization
Mission of the organization
Event name
Event details
o Date
o Time
o Location
o0 Brief Description
Impact on the campus community
Budget (what are your projected expenses)
Revenue (how much have you raised/expect to raise and from whom?)
Requested amount (how much are you requesting from the Gantt Center)

It helps our team decide a funding amount if this is an event that has been hosted previously.
Some of the events we have sponsored in the past include:

African Caribbean Student Associations AfriCari Event
Association for India’s Development World of Dances Event
Black Student Union’s Field Day

Black Graduate Student Associations Fish Fry

Clemson Indian Student Associations Diwali and Holi Festivals
UNA Clemson’s Events



Multicultural Student Organization Conference Room

The Gantt Multicultural Center Student Organization Conference Room, located in Brackett
303D is a meeting space with capacity for sixteen (16) people for use by all multicultural student
organizations that work closely with the Multicultural Center. Two (2) student organization
officers will be assigned key card access to the Conference Room. Priority will be given to
student organizations that do not have access to other designated spaces for their meeting.




Multicultural Student Organization Conference Room Use
Agreement Form

This agreement establishes the policies, terms and conditions between the Gantt Multicultural
Center and (approved multicultural student organization user) to
reserve and use the multicultural student organization conference room located in Brackett 303D.

All student organizations must adhere to the following guidelines in order to maintain
usage privilege:

e Make a proper reservation request for the time and date of the meeting with Amanda
Queen, ayeargi@clemson.edu at least one (1) week prior to the meeting.

e Only access the room when the reservation has been confirmed by Amanda Queen and
only for the time allotted on the reservation.

e Maintain a clean and safe environment within the conference room. Leave the room as it
was found. (Food of any kind is not allowed in the conference room. Non-alcoholic
beverages in a container that completely secures shut are permissible).

e Ensure no member engages in profane or unreasonably loud conduct.

e All Center furniture and electronics must remain in the conference room. No person may
deface, alter, destroy or damage in any way any property within this room. Student
organizations may be assessed for any loss or damage to Center property and may face
further action by the Office of Community and Ethical Standards.

e Vacate the conference room at the designated completion time of the meeting, securing
the room upon departure. (The conference room may not be left unattended with a
propped open door at any time. If damage occurs during this time, the assigned student
organization will be held responsible and may face further action from the Office of
Community and Ethical Standards).

e If using television display, ensure users are informed in advance of safe operating
instructions (this may need to be arranged ahead of time for proper training).

¢ Provide adequate notice (at least two (2) business days) to Amanda Queen if the
conference room will no longer be used for the designated reservation.


mailto:ayeargi@clemson.edu

I agree to the terms and conditions stated above for the ability to use the Gantt
Multicultural Center Student Organization Conference Room. By signing below, I agree to
fully disclose the agreement’s contents to the other members of the organization. |
understand that by signing this agreement I am responsible for ensuring all members of
my organization abide by these guidelines when utilizing the space.

(Organization President Signature) (Date) (CUID)

(Organization Officer Signature) (Date) (CUID)

(Organization Advisor Signature) (Date)



