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Norris EventsMission Statement

At Norris Event Management, we foster memorable events by cultivating
relationships, curating resources, and a commitment to hospitality.

From concept to completion, we are dedicated to creating exceptional client
experiences through seamless execution and open communication. We also
prioritize our own professional development, and that of our student workers,
empowering us all to excel in event management.






Norris Event Request

Reservation Process










deadline Please note that late requests may not be able to be accommodated. The following is
a partial list oexamples.

Changeso room layoutor equipmentthat require additional staff
Any requests that are past deadlinesareasked forday of
Any requessto provide additionalAVequipment when none had previously been

requested

No ShowPolicy

In order to accommodate all incoming event requests, organizations are responsible for
confirming and honoring their reservations. Organizations that fail to use the reserved
space (without prior notification) twice within a quarter will lose their right to meet in

Norris for the next quarter.
After the first offense, the reservation contact will be sent a-&tmw warning” email.

After the second offense, the reservation contact will be sent asimow policy
violation” email and the above sanction will be enforced.

Ratesand Fees

All events are categorized into one of four types:



If longer than 15 minutes is needed, or if you would like to test presentations or the AV capabilities of
the room, you can request a Tech Rehearsal by contacting Norris Event Plavwimgvent planner
will book the room to guarantee availability, and tfeservationorganization is responsible for the cost


https://www.northwestern.edu/norris/events/norris-09ities-final-012717trugrde-es-unesect[69.75.0.122]/StructParent 46/Subtype/Link/Type/Annot>><</S/URI/URI(https://www.northwestern.edu/norris/events/event-management-policies-files/shanley-guideli6/Subtype/Link/Type/Annot>><</S/URI/URI(https://www.northwestern.ot>><</S/URI/UR7e13><<62nnot/K 13><<62nnot/K 13><<62nnot/K 13><<62nnot/K 13><<62nnot/K 13><<62nn/Strnor-de 13mtPaarenSubtype/Link/8ype/Annot>><</S/URI/URI(https://www.northwestern.edu/norris/ev35AnnTyp34doc99 37org5policies-files/t3ch-equipment.pdf)>><</A 769 0 R/BS<</S/S/Type/Border/W 0>>/Border[0 0 0]/H/I/Rect[6fy24-rnorSubtype/LinK 18Pare1361/SubtA7]/[69te/Border8Pare1361/SubtA7]/[69te/Borde38Pare1361/SubtA7]/[69te/Borde48Pare1361/SubtA7]/[69te/Borde62Pare1361/SubtA7]/[69te/Borde76Pare1361/SubtA7]/[69te/Borde84Pare1361/SubtA7]/[69te/Borde92Pare1361/SubtA7]/[69te/BorA 806 /Annot>><</S/URI/URI(https://www.northwestern.edu/norris/even29of-u22/S5Typ644.-policies-files/c3anley-guidelines.pdf)>><</A 775 0 R/BS<</S/S/Type/Border/W 0>>/Border[0 0 0]/H/I/Rect[69.75 80.2495/4.3ance-schrde 44g/Subtype/Link/95pe/Annot>><</S/URI/URI(mailto:norris-event@northwestern.edu)>>644.-pnt-manage58.72ilities-for-poli35nley-guidelines.pdf)>><</A 775 0 R/BS<</S/S/Type/Border/W 0>>/Border[0 0 0]/H/I/Rect[69.75 80.2495/4.3ance-schrde 44g/Subtype/LiKcomparen61/SubtA7]/[69te/Borde60paren61/SubtA7]/[69te/Borde65paren61/SubtA7]/[69te/Borde70paren61/SubtA7]/[69te/Borde75paren61/SubtA7]/[69te/Borde80paren61/SubtA7]/[69te/BorA 816 e/Annot>><</S/URI/URI(https://www.northwestern.edu/norris/eve4/ev3ityive944ents/e-policies-files/c33nley-guidelines.pdf)>><</A 775 0 R/BS<</S/S/Type/Border/W 0>>/Border[0 0 0]/H/I/Rect[69.75 80.2495/outdo03 ct[69.rent 0>-in603maarenSSubtype/Link818 e/Annot>><</S/URI/URI(https://www.northwestern.edu/norris/events/e-puniversit8ts/-policies-files/c32nley-guidelines.pdf)>><</A 775 0 R/BS<</S/S/Type/Border/W 0>>/Border[0 0 0]/H/I/Rect[69.75 80.2495/outdo03 ct[69.rent 0>-in603maarenSSubtype/Link81ype/Annot>><</S/URI/URI(https://www.northwestern.edu/norris/even2is/Type25e-oage4s/e8rs/planning-an-e31nley-guidelines.pdf)>><</A 775 0 R/BS<</S/S/Type/Border/W 0>>/Border[0 0 0]/H/I/Rect[69.75 80.2495/4.3ance-schrde 44g/Subtype/Link822 e/Annot>><</S/URI/URI(mailto:norris-event@northwestern.edu)>><63.27iti2.994 5/do76ilities-for-poli3ww.northwestern.ot>><</S/URI/UR7e13><<62nnot/K 1re.522e[0 0 0order/W 0>>/Borderemswebapp/Default.aspxype/Link81ents/event-management-policies-files/shanley-guideli6/Su333.216 6nts40iti8do76pe/7.4policies-files/t29/Border[0 0 0]/H/I/Rect[69.75 131.534 131.382 154.024]/StructParent 59/Subtype/Link813pe/Annot>><</S/URI/URI(https://www.northwestern.edu/norris/eve597.199 320/e88 619.ers/campus-advert2rris-theatre-guidelines.pdf)>><</A 771 0 R/BS<</S/S/Type/Border/W 0>>/Border[0 0 0]ype/LiKc42Pare361/SubtA7]/[69te/Borde48Pare361/SubtA7]/[69te/Bordeompare361/SubtA7]/[69te/Borde60pare361/SubtA7]/[69te/Borde66pare361/SubtA7]/[69te/BorA 833 e/Annot>><</S/URI/URI(https://www.northwestern.edu/nor75/ev99 221.294 .edu48vent8.37ilities-for-poli2ical-activities-final-012717.pD[33 e/AnXYZ1596606 0.terS/GoToe/BorA 832 e/Annot>><</S/URI/URI(https://www.northwestern.edu/nor75/ev99 2t8.37ients/2-u2nts4URI/URI(https://23cal-activities-final-012717.pD[27 e/AnXYZ1596e25 0.terS/GoToe/BorA 834 e/Annot>><</S/URI/URI(https://www.northwestern.edu/nor75/ev99 2nts4Uit88.976 372.5rs/planning-an-e22cal-activities-final-012717.pD[27 e/AnXYZ1596680 0.terS/GoToe/BorA 836 e/Annot>><</S/URI/URI(https://www.northwestern.edu/nor75/ev99 272.5ri2iices-u2is-6policies-files/c21cal-activities-final-012717.pD[24 e/AnXYZ1596e19 0.terS/GoToe/BorA 838 e/Annot>><</S/URI/URI(https://www.northwestern.edu/nor75/ev99 2is-6p 2ns-f59 306.7policies-files/c20Z1596e19 0.terS/GoToe/BorA 838 e/Annot>><</S/06.7policies-filesl9linesn69.75 80.2495/l-ac1RI(h><</S/8ww.northwestern.19u/nor75/ev99 2is-6p 2ns-f59 306.7policies-files/c20Z1596e19 0.terS/Goal-012717.pD[33 e/AnXYZ1596606 0.terS/GoToe/BorA 832 e/Annot>><<</S/8w 16(htt3><</S9.northwestern.ed18u/nor75/ev99 2is-6p 2ns-f59 30619policies-fil42nno0Z1596e19 0.terS/Goal-012717.pD[27 e/AnXYZ1596e25 0.terS/GoToe/BorA 834 e/Annot>><<<</S9.</S/U458thw80Z159thwestern.ed17u/nor75/ev99 2is-6p 2ns-f59 30619policies-fil42nno0Z1596e19 0.terS/Goal-012717.pD[27 e/AnXYZ1596680 0.terS/GoToe/BorA 836 e/Annot>><<hw80Z<</S/2RI/3nno08ww.northwestern.16u/nor75/ev99 2is-6p 2ns-f59 30619policies-fil42nno0Z1596e19 0.terS/Goal-012717.pD[24 e/AnXYZ1596e19 0.terS/GoToe/BorA 838 e/Annot>><<3nno08w.ed3.4406192.1www.northwestern.15u/nor75/ev99 2is-6p 2ns-f59 30616policies-fil194no0Z1596e19 0.terS/G4Toe/BorA 838 e/Annot>><</S/06.7policies-filesl9linesn69.75 80.24992.1ww 111o08765 9.2www.northwestern.14u/nor75/ev99 2is-6p 2ns-f59 30616policies-fil44/c21cal-activities-fi4al-012717.pD[33 e/AnXYZ1596606 0.terS/GoToe/BorA 832 e/Apol810165 9.2ww.167. 8384d3.91ww.northwestern.1du/nor75/ev99 2t8.37ients/2
https://policies.northwestern.edu/docs/use-of-university-facilities-for-political-activities-final-012717.pdf
https://policies.northwestern.edu/docs/use-of-university-facilities-for-political-activities-final-012717.pdf

Filming in Event Spaces

Norris University Centemust approve all filming request8Vhen approvalhasbeen received, a staff
memberwill inform requestor of appropriateise of space with regard to the safety and welfare of the
public.

Filming of logos and students is prohibited without obtaining copies of release forms.

Student Org Theatre Guidelines

Please refer to the complete Norris Theater and Shanley Theater guidelines on the Norris website

https://www.northwestern.edu/norris/events/eventmanagemenipoliciesfiles/shanleyquidelines.pdf

https://www.northwestern.edu/norris/events/eventmanagemenipoliciesfiles/norristheatre-
quidelines.pdf

Techical Services & taffing

A/V Equipment

For events held in Norris spacdmsic/builtin A/V equipment is included in your servationat
no additio -37.728 Td [( q971i.7 (t)-20)1ist.n
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Overtime Policy
For any technicians working an event lasting more than 10 hours per day regardless of breaks, or

more than 37.5 hours in a week, overtime will be billed at a rate of 1.5x (time and a half).

Cateaing / Food Policies

All events in Norris must abide by all Compass Dining policies.

https://www.northwestern.edu/norris/events/eventmanagemenipoliciesfiles/compasscatering
policies.pdf
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