New Mexico Highlands University

PROCEDURES FOR USE OF CAMPUS FACILITIES
Process for requesting a facility.  All individuals/organizations (on- and off-campus) wishing to utilize any NMHU facility on a short-term basis may obtain an application from the Facilities Rental Coordinator  at 505-454-3062 or emailing hurentals@nmhu.edu.  Applications are accepted 6 months prior to an anticipated event.  Please read through the Facilities Request Form in its entirety before completing and submitting your request.  Click this link for the form: https://www.nmhu.edu/request-for-use-of-university-facilities/

Facilities Application.  The application requires information about the event and the type of facility and/or equipment needed.  Please ensure that the individual listed as the contact person, is the individual who the individual responsible for making arrangements for said event. 
· If a set-up is required, a diagram must be attached to the application. Once a completed application has been submitted and approved, no further set-up changes will be allowed.  All work orders for set-ups will be processed through the Facilities Rental Coordinator.  (DO NOT submit your own work order(s) or call Facilities for set-up or delivery of equipment.)
· Proof of insurance for commercial general liability use, in a single amount of $500,000 may be required for all off-campus entities using an NMHU facility.  Requested proof of insurance must be submitted with the application before final approval is granted.  

Waiver of Facilities Fees.                                                                                                                                                                The waiving of these costs is precluded by the New Mexico Constitution’s Anti-Donation clause, which forbids the University from donating money, goods or services to organizations that are not part of the university.  

Only NMHU chartered groups/organizations, faculty/staff, and/or departments are allowed to use facilities free of charge.  Their right to use facilities free of charge is limited to academic events or other uses that are directly related to the university’s mission. University organizations and departments are not allowed to extend their allowance to use facilities free of charge to non-university individual(s)/organization(s) by co-sponsoring events, unless the event is clearly related to the university’s mission. Other costs associated with non-university events may be applicable and are the responsibility of the sponsoring organization.  Examples of such costs are technician fees, custodial fees, or security services.   
Events lasting more than one day, those requiring residence hall use and/or food services constitutes a camp/conference.  A Conference Contract is required for this particular type of event.  Please contact the Housing & Student Conduct Office at 505-454-3544 at SUB 301.

Available Facilities and the Responsibilities of the User(s).    
The following provides a description of the University’s grounds and facilities and the users’ rights and responsibilities.
· CLASSROOMS or CONFERENCE ROOMS: (Based upon availability.) Classrooms accommodate seating for a minimum of 20 people with some lecture halls accommodating up to 150.  Most classroom spaces and conference rooms are equipped with chalk/white boards, LCD projectors and overhead screens.  Seating in classrooms and conference rooms is fixed and no other furniture or equipment may be brought in to change accommodate an event. 
· STUDENT CENTER BALLROOM: 321-person capacity; 280 seated -The space can be set up to accommodate auditorium or banquet-style seating. The ballroom is approximately 58’x85’ and is equipped with both 5’ and 6’ round tables.  (Sample set-up diagrams are available.)
· STUDENT CENTER THEATER:  132-person capacity - fixed seating
· STUDENT CENTER GOVERNANCE ROOM – 80-person capacity (22 top gallery; 40 general gallery, fixed seating)
· SALA DE MADRID: 250-person capacity - Large open space (approximately 64’ x 57’ 5” x 24’ 3” x 19’ 3” stage) with built-in stage and small atrium area (approximately 10’ x 17’); can be set up auditorium or banquet-style seating.  Room may be equipped with rectangular or round tables. (Sample set-up diagrams are available.)
· PARKS:  Melody, Centennial and Central – No fee unless a set-up is required and/or weekend crews/security is needed.
· Pick up and proper disposal of trash
· No alcoholic beverages allowed
· Pets must be on a leash
·  WILSON COMPLEX: 3,000 capacity (bleachers), 5,676 (bleachers & floor) - Mezzanine, basketball courts, and racquetball courts are also available. 
· Pick up and proper disposal of trash 
· Clean ticket booths, if applicable
· Clean and remove debris from bathrooms
· Clean concession area, if applicable
· No alcoholic beverages allowed
· No glass on tennis courts.
· SANCHEZ STADIUM: 3,800-person capacity - Football field, track, practice fields. The football field and track are to be used only for the purposes for which they are intended.  
· Pick up and proper disposal of trash
· Clean ticket booths, if applicable
· Clean and remove debris from bathrooms 
· Remove gum and sweep seeds and cigarette butts from turf
· Fold and place all tables/chairs against bleachers
· Clean concession area, if applicable
· No vehicles (other than emergency) will be allowed inside the stadium
· No alcoholic beverages allowed
· No bicycles, strollers, skateboards, skates or similar equipment are allowed 
· No pets allowed other than guide dogs
· ILFELD AUDITORIUM:  718-person capacity – NMHU groups/organizations may use the facility for campus-related events at no charge but are responsible for any associated technician fees.  Additionally, an Ilfeld Auditorium contract is required for use of this venue.  Please contact the manager to determine availability before proceeding with  rental procedures.

Ilfeld Auditorium is listed here for information only.  Scheduling MUST be handled with Charles Weber 505-454-3238 or email ccweber@nmhu.edu
ITS and A/V Services.  Should your event require ITS, A/V or Zoom services, the request form is available at this link: Audio and Visual Support for Student Union Building

Film Screening.  If you are reserving a facility in order to screen a film, you must first obtain a Public Performance License.  (Exception: Screening a film as part of classroom curriculum.)  Please contact Ilfeld Auditorium manager for further information. Charles Weber 505-454-3238 or email ccweber@nmhu.edu
Labor Services.  If it is determined that your event requires security or facilities staffing, the additional charges will be billed directly to the sponsoring group as follows:
· Security – a minimum of two NMHU officers will be assigned at a rate of $30/officer/hour (minimum 2 hours).
· Facilities Services – a minimum of two hours at a rate of $23.40/employee/hour.
Food Services.   Catering by our in-house food service provider is available along with menus and rates.  Arrangements are to be made directly with food service providers. Contact Sodexo catering at 505-426-2139 or contract with an independent caterer. Please note that the Facilities Rental Coordinator does not provide any rental equipment or linen service as this is usually provided by the contracted caterer.

Facilities Price List.  Listed below are the rates for university facilities.  Regular rates are the rates assessed to non-profits, government entities and current HU employees and students (for personal use).  Commercial rates are those rates assessed to private organizations/businesses and/or for-profit entities.  If you are interested in facilities not listed in the table, please contact the Facilities Rental Coordinator at hurentals@nmhu.edu.

Fees.
Minimum per day
Class/Conference Rooms
Regular $125; Commercial $200
Governance Room
Regular $125; Commercial $200

Student Center Theater
Regular $125; Commercial $200
Sala de Madrid
Regular $400; Commercial $600

Sanchez Stadium*
Regular $2000; Commercial $3000
*When lights are required:
Regular $2500; Commercial $3500

Student Center Ballroom
Regular $1000; Commercial $1500

Wilson Complex***
Regular $2000; Commercial $3000
***For profit events-minimum commercial rates apply, plus the cost of any additional facilities/security services.  Additionally, NMHU collects 20% of the box office receipts.

Ilfeld Auditorium***
-NMHU chartered clubs/organizations: FREE
-NMHU departments: $50 per performance
-Nonprofit organizations: $300 per performance; $200 per rehearsal; $150 deposit required upon execution of contract
-Profit organizations: $500 per performance; $400 per rehearsal; $150 deposit required upon execution of contract; additionally NMHU collects 15% of box office receipts
-Off-campus conference/lectures: $250 for the event; $150 deposit required upon execution of contract
***Ilfeld Auditorium contracts must be reviewed and signed by manager/technical director/sponsor two weeks prior to an event to be considered valid.

Ilfeld Auditorium is listed here for information only.  Scheduling MUST be handled with Charles Weber 505-454-3238 or email ccweber@nmhu.edu
Open Spaces*: parking lots and parks: FREE
*Plus the cost of any additional facilities/security services

The University is not responsible for any lost, stolen, or damaged property belonging to the individual/group renting the facility.   
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