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In accordance with Regents' Rules and Regulations, Rule 80105, please follow the Joint Sponsor process as listed below.

STEP 1: Initial Contact
The initial contact can begin with any of the following in terms of utilizing UT Tyler space for a program/event:

e Qutside group contacts someone at the University
o Event Management
o College
o Department
e Qutside group contacts Office of Community Engagement & Special Events

If the event in question is primarily “owned” by a community organization and they are inviting UT Tyler to participate, it
qualifies as a Joint Sponsorship. If the event is primarily ‘owned’ by UT Tyler and you are inviting a community organization
to participate (like a guest speaker or participant), it is NOT considered a Joint Sponsorship and does not need to go
through this process.

“Special Use Facilities” listed in H.O.P. Section 5.14 are available for a fee for public use without a joint sponsor use
agreement. All other spaces on campus, including classrooms, are only available for public use with Joint Sponsorship,
fees may apply.

STEP 2: Approval of Joint Sponsorship

Community Engagement Approval Process

The Office of Community Engagement must approve all joint sponsorships by review of the Sponsorship Committee.
Please complete the Joint Sponsorship Approval form found in DocuSign. Please remember that it often takes several
weeks to move through this process, so please contact Community Engagement at community@uttyler.edu if you have
any questions about the timing of your event request.

If the event aligns with the University mission and is a good fit for a Joint Sponsorship, the Office of Community
Engagement and the Sponsorship Committee will approve the Joint Sponsorship.

UT Tyler Point of Contact (POC)

The college, school, or department will designate a UT Tyler employee to serve as the Point of Contact (POC) for this event
throughout the entire planning process. Event Management is available to assist in the coordination; however, it does
not act as the event planner.

The designated POC will be responsible for overseeing the Joint Sponsorship process from start to finish, including, but
not limited to, the following:

e Step 3: Collect Data from Community Organization
o Reserve space on campus through Astra
o Complete the Event Management Coordination Form (EMC)


https://www.utsystem.edu/board-of-regents/rules/80105-joint-sponsorship-use-property-or-buildings#:~:text=of%20the%20U.-,T.,educational%20purposes%20of%20the%20institution
https://uttyler.policystat.com/policy/token_access/3b8c8990-3053-4244-b738-8d263c562e93/
https://apps.docusign.com/send/templates/details/892ec758-2486-4315-a8dd-5bacb22d41ef
mailto:community@uttyler.edu

e Step 4: Set up a 30-Minute Meeting with Event Management
e Step 5: Actively Be Involved in Planning and Communication
o Answer questions that may arise
o Collect necessary data and fee information from Event Management
e Step 6: Ensure Joint Sponsor Use Agreement is Signed in a Timely Manner
e Step 7: Attend Event
e Step 8: If Required, Ensure Payment is Received in a Timely Manner

STEP 3: Collect Data from Community Organization
Reserve Space on Campus Through Astra

The designated POC will need to gather general information in order to complete the online Astra request form, including,
but not limited to, the following:

Date

Time

Location

Is food being served

e # of expected attendees
e Parking information

Once submitted, the event will be placed in a pending status for review, as Joint Sponsorship requests require additional
information to be processed. Event Management will send the Event Management Coordination Form (EMC) to the POC
from eventmgmt@uttyler.edu for completion.

Sample E-mail Sent to POC from eventmgmt@uttyler.edu
after Request has been Placed in a Pending Status

EVENT PLACED IN PENDING STATUS: More Information Needed for THIS IS A FAKE EVENT - PLEASE APPROVE

H= eventmgmt@uttyler.edu
w To @ Vicky Bond

Thanks for your event request!

Since additional information is needed, your event has been placed in a PENDING STATUS and is NOT SCHEDULED.

Please complete the Event Management Coordination Form (link below) to continue with the scheduling process. If you have any questions, email vbond @uttyler.edu.
Event Management Coordination Form

You will need your Astra reservation number: 20210824-00117

You can view your Astra event here: THIS IS A FAKE EVENT - PLEASE APPROVE

Complete the Event Management Coordination Form (EMC)

Upon receipt of the email, the designated POC needs to copy the reservation number and follow the link to access the
Event Management Coordination form. At this stage, the POC may need to engage further with the community
organization to obtain all relevant information necessary for completion of the form.
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Below are a few of the questions you will need to answer:

e Anticipated attendance
o  Will the event have minors?
e Is housekeeping needed?

o Isthere an event setup?

e |sA/V needed?

o  Will anything be delivered to campus?
e Information about food vendors?

o NetHealth permits
o Insurance
e Isalcohol being served?
e Does the client have insurance that meets UT Tyler’s requirements? (see Page 6-7 for more information)
o The community organization must provide the necessary proof of insurance.
o If the community organization does not have insurance, a Temporary User Liability Insurance Policy
(TULIP) can be purchased from UT Tyler through Event Management.
e Community organization contact information
o Who will be signing the Use Agreement?
o What is their email address?

Once the form has been complete in its entirety and submitted, the POC will receive additional instructions outlining the
next steps to ensure the success of the event. These next steps may include further coordination with the UT Tyler Police

Department, Environmental Health & Safety, Risk Management, and other applicable departments.

Sample E-mail Received by POC after EMC Completed

Hello!

You are receiving this email because Ashton Maisel completed the Event Management
Coordination form for their upcoming event: Family Weekend - (Friday and Saturday) Check
Ins, Happy Hour & Photo Booth.

This event is currently in a PENDING statuos.

In order for this event to be final approved, please see the list of Action items below as well as
the Natifications section, which provides additional information,

Action Items

+ Alcohol at Event: Via the Event Management Coordination form (just completed), your
request to serve alcoholic beverages has been sent to both the UT Tyler Chief of Police and
President's delegate. You are not allowed to serve alcohol until you receive an email approval
stating such. Please contact eventmgmt@uiyleredu if you have any questions,

= Alcohol at Event - Mandatory Police Presence: Information regarding this event has been
sent o UTPD. A rate of $535/hour/person will be charged for your event, The number of
officers/zuards will be determined by UTFPD. Please ensure that vou receive a quote. For any
questions, please contact Assistant Chief Brad Standerfer at bstanderfer@uuyler.edu.

* 50+ Attendees in an Assembly Space (NOT including academic courses): UT Tyler
Departments: Determine who will serve as your Certified Crowd Manager and have them take
the 2-hour online recommended crowd manager iraining course. The cost is $19.95 and can be
paid vsing the ProCard (Main Campus) or Purchase Requisition (Health Campus). Please send
the completed certification email to Event Managementu. The certification is good for two (2)
vears. External or Joint Sponsored Clients: Scheduling & Conference Services will provide
Certified Crowd Managers for your event, and the cost will be included in your use agreement.

# Liability Insurance May be Needed: Internal Clients: If an owned or rented vehicle of an
outside organization will be on campus, the following proof of insurance is required:
commercial liability, automobile insurance, and wmbrella liability. See limits below. Please
contact (Chris Kinsey) for a sample Centificate of Insurance (COI). Exte int S

Clients: Insurance requirements (limits below) will be owtlined in the Facilities Use Agreement.
» Setup/Teardown Needed: Provide a sketch of vour event to Event Management { Event
Managemet). If a blank layout of your location is needed. Event Management can provide one as
a starting point.

* Police Presence Requested: Information regarding this event has been sent to UTPD. For
internal departments, they will provide a quote at a rate of $55/hour/person for the number of

1of &
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STEP 4: 30-Minute Meeting with Event Management

It is essential that Event Management and the POC maintain communication throughout the entire planning process. To
assist with this, a Checklist and Timeline has been developed. The POC needs to email pmahfood@uttyler.edu to schedule
a 30-minute meeting to review POC responsibilities and the timeline. Event Management has found that this meeting
significantly contributes to a smooth process and the overall success of the event.

STEP 5: Actively Be Involved in Planning and Communication
Answer Questions that May Arise
e The Event Procedure Manual addresses most questions that arise during the planning process. However, if
additional clarification is needed or an answer cannot be found, the POC should email pmahfood@uttyler.edu for
assistance.
e At least three (3) weeks prior to the event, the POC needs to confirm all final event and setup details with Event
Management. This information is critical to ensure the success of the event.
e Use the Cancel/Change Form to make any changes.
e lLast-minute changes may not be accommodated.

Collect Fee Information from Event Management
Depending on the nature and details of the event, fees associated with Joint Sponsorships may apply and will be the

responsibility of the community organization. Event Management will provide an estimate to the POC for approval prior
to finalizing arrangements.

Potential Fees:

e Administrative Fee for Event Management services

e Space Usage Fee
o Rental Fee charged for renting space on campus OR
o Overhead Cost Fee as per Regents' Rules and Regulations, Rule 80105

e Porter/Housekeeping Fee for events with food, large number of attendees, etc.

e Setup/Teardown Fee if outside of normal working hours

o Certified Crowd Manager (CCM) Fee
o 50-249 attendees require one (1) CCM, 250 — 499 attendees require two (2) CCMs, etc.
o For more information see the Event Procedure Manual

e UT Tyler Police Department Fee for onsite presence if alcohol is being served, dignitaries on site, or 500+

attendees

e Insurance (TULIP) Fee if the community organization does not carry the required liability insurance coverage

It is possible to waive some fees associated with events.

Fees may be waived or significantly reduced. The community organization may be required to pay other fees that cannot
be waived, including but not limited to:

e Certified Crowd Manager Fees

e UT Tyler Police Department Fees
e Insurance (TULIP) Fee

e Other Hard Costs
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STEP 6: Ensure Joint Sponsor Use Agreement is Signed in a Timely Manner
Event Management will upload the use agreement into DocuSign. It is the responsibility of the POC to coordinate with
both UT Tyler and the community organization signatories, and to address any questions related to the DocuSign process.

The Office of Legal Affairs requires 10 days at a minimum to process and execute use agreements.

Use agreement creation may take several weeks.

PLAN EARLY!

STEP 7: Attend Event

The POC or their delegate must be present at the event to troubleshoot, answer questions, etc. This may include, but is
not limited to, the following:

e Welcoming group to campus

e Ensuring space is set up correctly

e Serve as the Certified Crowd Manager or designate people to this role. Requirements and link to receive
certification can be found in Section 6 of the Event Procedure Manual.

e Assisting with equipment (if applicable)

e Notifying Physical Plant if the space is too hot/cold (903.566.7300)

STEP 8: If Required, Ensure Payment is Received in a Timely Manner
Event Management will invoice the outside organization, with payment due prior to the first date of the event. The POC
is responsible for ensuring timely payment of the invoice.
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APPENDIX A
Certificate of Liability Insurance — Sample Form

”‘ﬂ DATE (MWIDDIYYYY]
A!CORd CERTIFICATE OF LIABILITY INSURANCE \222021
THIS CERTIFICATE 1S ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERT = HOLDER. THIS

CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT: If the certificate holder k5 an ADDITIONAL INSURED. the policy(les) must have ADDITIONAL INSURED provisions or be endorsed.

if SUBROGATION IS WAIVED, subject to the and conditions of the policy, certain policies may require an end A stat on
this certificate does not confer rights to the gértificate holder in lieu of such endorsement(s}.
PRODUCER - W' John Hancock
P00 Gao v o TRIE N gy 512-499-4545 LR oy 512-499-4554
Austin, TX 78724 %_IWM
e NSURER(S) AFFORDING COVERAGE nace
| INSURERA . _ Chutd In e Ci Y 12777
INSURED wsurerg: ACE American humce (:arpany 22667
Wsmw msurerc: Liberty Mutual Fire Insurance Company 23035
Houston, TX 77008 wsurgrp: Evanston hsurance Company 53578
INSURER E -
JNSURERF . el
COVERAGES CERTIFICATE NUMBER: REVISION NUMBER:

THIS 1S TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED. NOTVATHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS.
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED 8Y PAID CLAIMS

e TYPE OF INSURANCE m==1'~u~.a' POLICY NUMEER mm' Y ) mm'c'm" LmiTs
| COMMERCIAL GENERAL LIASILITY EACH OCCURRENCE + £ 1,000,000
CLAMYSASADE | occuR ! %%;ﬁ%: 5 300.000
i | MED EXP Ay onepessony 5 10,000
A Y Y CGLO123456 12/23/2021 12/2320xx  rersonar s a0y amy 3 1,000,000
GENT AGGREGATE LIMIT APPLIES PER GENERAL AGGREGATE _§ 2,000,000
roucy | | GBS Loc ! | PRODUCTS . COMP.OPAGG _ 5 2.000.000
OTHER : 5
AUTOMOBILE LWBITY [ 1 "ﬁh mﬁ?n?was LRIT 51,000,000 y
k | MY AUTO ‘ BOORY BUURY (Par parsan) | 8
| OWNED | SOMEDULED
| NS owLY = Y Y BAL0123456 122312021 12/2320xx aoouvmmtmmu 5
| FaRED | NON OwnED PROPERTY DAMWGE 5
. AUTOS ONLY P AUTOS ONLY oOacoceel
\ ‘s
UMERELIA LW | ' ocos i EACH DCCURRENCE 1 $3,000,000
B EXCESS LIk8 CLARSSAVADE Y Y UMB0123456 1212372021 12123200 | AGCREGATE _ 53,000,000
ven | | merenmonsso00 | ) i3
WORKER'S COMPENSA TION PER o
,Auu‘pavwvsnnuun YIN IEAIVE L &R | e
T T ~— L 1§ LU
C @ CERMENSEREROLBDS NIAY  WC0123456 121232021 120230200x - FAMACCDENT L5
Mandatory in Nw) S L E L OMEASE EAENALOYEE § 1,000,000
It yos. descnbe wnder 13
DESCRIFTION OF OPERATIONS below £1 misgAse - poLicy L s 1,000,000
' Professional / Cyber Liabéity Each Claim $10,000,000
D Y PRO0123456 12/23/2021 121237200

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES (ACORD 181, Addional Remarks Schedule. may be attached if more space s required)

The University of Texas System Board of Regents, The University of Texas System, The University of Texas at Tyler, and The University of Texas Health
Science Center at Tyler are named as additional insureds as required by written contract. A waiver of subrogation in favor of The University of Texas System
Board of Regents, The University of Texas System, The University of Texas at Tyler, and The University of Texas Heaith Sclence Center at Tyler as

|required by written contract.

{Primary and Non-Contributory coverage (s provided as required by written contract.

CERTIFICATE HOLDER CANCELLATION
The University of Texas System Board of Regents SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
The University of Texas System THE EXPIRATION DATE THEREOF. NOTICE WiLL BE OELIVERED IN
The University of Texas at ACCORDANCE WITH THE POLICY PROVISIONS.
The University of Texas Health Science Center at Tyler
3900 University Bivd. AUTHORIZEDREPRESENTATIVE
Tyler, TX 75799
**Authorized Representative signature - NOT A STAMP**

© 1988-2016 ACORD CORPORATION. All rights reserved.
ACORD 25 (2016/03) The ACORD name and logo are registered marks of ACORD
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APPENDIX A

Certificate of Liability Insurance — Quick Tips

Quick Tips: Understanding the Acord Certificate of Insurance

e
ACCRET
L

CERTIFICATE OF LIABILITY INSURANCE

CaTE Y
Ll

mrn:nc DOES

EELOW. THE CERTFICATE OF N

ROT AFFRMATVELY DR NEGATIWELY AMEMD.
SURKHCE DOESR MOT COMETITUTE A C
FEPRESENTATIVE OR FRODUCER. AHD THE CERTIFICATE HILDER

THIS CERTFICATE l ISSUED A% & MATTER OF INFORMATION OMLY AND COMFERS MO RIGHTS UFOM THE CERTIFICATE ROLDER. THS
EXTEMD OR MLTER THE COVERAGE AFFORDED
OMTRACT BETWEEN THE ISSUNG INSURERIEL

BY THE POLICER
AUTHORIZED

1. PRODUCER WTMT ¥ that g P b 15 v RDIHTICALAL INSURED. thet pabayiees| weast b efadarind. F SUBRDGATION B WANED, i e 8. POLICY EFFECTIVE
Insurance Agent/Broker m‘,"ﬁﬁn unup-:-eﬂmuumﬁmm A statersart o IS contibeate St ot Sonbel Hghts e the DATE
wha issues certificates. LR T o Broker j Miust be prior to or
:n-l\.lsr:::lr — i a1 coincidental with
e, T 7T 8181 [r— — effective date of
2. NAME OF INSURED %ﬁ_ = —“‘—“” contract
sasmmms Bnoa Wasanal imurance Comzany 7 -
:::;‘:.:T Iegal :::: — [ ——— saeRn - ACE Arraria urann 2386T
acting . 4
ﬂ::::::au P ——T—— !'Ef?,a_ 9. POLICY EXPIRATION
o i DATE
1. TYPES OF BNELRANCE r o s |f acourrence form, date
8 CONERAGES CERTINCATE HUNBEFR BEVISION
Mk incude the ypesof o, | IS8 BT S SR e v s U S e e S e e e e | | TN O
- .
insurance reguired by TPLCATE ok BE .5 5% ke BENTAR THE HEURANCE AFPORDED Br Ta P g etoneED = SUmEcT o AL e Thnus | TETTnatian of contract.
vy [ A CORSTMIMS P SUACH SN KIS LAWITY 7w AT HAVE BEEN REUS w:m.::c
L Frid o A A "
] e I I =S — ‘!-.," 10, LIMITS OF
|| ponmmraa iR LT I~ 4 100000 INSURANCE
i I ./, B o s o ey {610D0D | Must be the same or
“Claims made” or & WP IBETS 10012810 | WOV201 T | memmcere & acwmcnmy | o 1000 00 .
greater than required
SR, i TR 2 D00US00
Tateurrence” Kam; see ——————— - by contract.
Glossary for definitions. —— e
f'im.lm v
5. AGGREGATE LMAIT . [ S = . 11, DESCRIFTION OF
An apgregate per policy z e = 5813l BDF 10813810 | 801 OPFERATIONS
limit applies far the entire ad;r_\r!:lcallll!rr;nedfnf
1L . Lk oo v [+ itional information.
i ;@ per project — .
P:,g?r:";:ei: applied to et 1D | s Place, event times and
individual prajects ; a per. pm}ed:f\e sometimes
location limit applies the sR4ETIN 10412810 | samzone described here.
aggregate separately to
each location. R 12 aE
A e / CANCELLATION
- 7 Refer to policy to

INSUREDfWANER OF
SUBROGATION
The Board of Regents of
The Unieersity of Texas
System must be named
additional insured with a

CEE SRR OF SRFATIN] |LOCATONE . MFHCLEE et AOOAD ], i Rt Bsdmicte, I mr s i il

determine carrier's

practices regarding
cancellation.

13, AUTHORIZED

== REPRESENTATIVE

waiver of subragation.

7. CERTIFICATE HOLDER
Must be The Board of
Regents of The Unanersity

of Texas System.

Must be signed, not
stamped.

1. THE PRODUCER: Produces or orders Certificate for Insured;
answers questions, revises certificate to meet contract requirements.

2. MAME OF INSURED: Must be legal name of contracting party.
3. TYPES OF INSURAMNCE: Must include types required by contract.

4. POLICY FORM: Will indicate claims-made or occurrence form; see

CERTIRCATE HOLDER CAMNCELLATION
The Board of Megesh of The Unresruty o Teaan Sywism m&r&mﬁmmc =
- XD Wt Servar'th Srwat SCCOMDEMCE WITH THE
s, T TETON SLTHOSIES MEFFRIENTATWE
\ o Broksr
13082010 ACTRD CORPORATION. All nghis ressresd.
BCORD 35 (0905 T A0 rusmes ame oo e reiuiersd marks of AOORD

"9, Policy Expiration Date™ for additional information.

5. AGGREGATE LIMIT: An aggregate per policy limit applies for the
entire policy pericd [usually one year); a per project aggregate is
applied to individual projects; a per location limit applies the

aggregate separately to each location.

6. ADDITIONALINSURED/WAIVER OF SUBROGATION; The

certificate must include a *¥" for additional insured and waiver of

subrogation.

7. CERTIFICATE HOLDER: Must be the Board of Regents of The
University of Texas System; address must include campus,

department and contact person.

Latest Revision 07.2025

8. POLICY EFFECTIVE DATE: Must be prior to or coincdental
with effective date of contract.

9. POLICY EXPIRATION DATE: For “occurrence” form
coverage, date should be on or after the termination date of
contract. If “claims-made coverage,” coverage must survive
for a period not less than three years following termination of
contract and shall provide for a retroactive date of placement
prior to or coinciding with the effective date of contract.

10. LIMITS OF INSURAMCE: Must be same or greater than
required by contract.

11. DESCRIFTION OF OPERATIONS: Review information in

this section to determine it is consistent with contract.

12. NOTICE OF CANCEULATION; Refer to policy to determine

carrier’s practices regarding cancellation.

13. AUTHORIZED REPRESENTATIVE: Must be signed by an
authorized representative of Producer.
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