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L. Policy

1) “Facility Request Form” should be completed with all setup details - attached, signed, and
submitted at least one week before the event day.

2)  No” Facility Request Form” will be acceptable by mail, it should be submitted as hard
copy for approval.

3)  Deposit in the amount of KD300- KD750 shall be finalized by Facilities Department and
shall be deposited in cash to the Finance Department at least one day before any installation
for the event is conducted. The total/partial deposit amount (if applicable) shall be returned
back after the event with the approval of Facilities Management Department.

4)  No installation shall be allowed without the coordination and supervision of Facilities and
IT Departments.

5) Some tools/items such as forklift, tables, chairs, additional power extension source will not
be provided by the University.

6) Keeping the area clean is the responsibility of the Event Organizer(s) and each booth
vendor is responsible for cleaning his/her own area.

7)  GUST will keep a Common trash can in each corner of the building and will take the
responsibility of removal of this waste. Each booth should have its own trash can; the booth
vendor will be responsible for cleaning, emptying, removing that trash.

8)  No booth/item/tool should block any Emergency Fire Exit.

9)  All booth vendors should follow the security car parking rules and regulations.

10) No food booths shall be allowed inside any building.

11) No kitchen machines allowed to be used inside the campus, all items should be ready-made

12) No nailing or sticking on walls, poles, pillars, glasses of the University.



13) An electrician will be provided by Facilities Management Department during the event to

support technical needs; organizers shall provide total Electric loads for all activities before
the event.

14) Facilities Management has the right to cancel any event at any time depends on climate
condition.

15) No steel banners are allowed inside the university.

16) If there is any special need for cleaners and security, electricians and consumables for the
event, those can be provided upon request and availability at extra charges.

17) Deposit amount shall be deducted in the following cases; deduction amount to be
determined by the Facilities Management Department:

a. Any damages to the assets of the University (e.g. floors, walls, plants, stages, glasses,
pillars, roads, mechanical system, etc.).

b. Any additional requirement with short notice that has not been discussed or officially
requested at least two (2) weeks before the event.

c. Not cleaning the whole area and / or not removing all event related material
immediately after the event outside the campus. There will be one (1) day allowance
for doing so.

II. Application

This policy shall apply to all individuals, clubs, organizations, and companies organizing events
regardless of ethnicity, religion, disability, or gender.

II1. Related Policies

e All GUST Policies and Procedures
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RULES & REGULATIONS FOR ORGANIZING EVENTS

Event Organizing Form must be submitted to the Office of Student Life 2 minimum of 1 week before the event,

Inappropriate material is not permitted on campus (e.g. abusive or profane language, misconduct, religious offenses, etc.). Any video (DVD) is to be submitted one week in advance for review

Event organizers will be responsible for any damages, overtime costs for IT, Security and Administration staff in charge during the event. The deposit amount can be deducted by university admins for any
of these reasons

Event Organizing Form should be signed by FM Department before one week at least of the event and retur to FM Helpdesk after settling deposit money to Finance Department
No installation shall be allowed without the coordination & supervision of Faciliteies Dept.
No forklift, tables, chairs.shades, additional power extension source will be provided by theuniversity.

Keeping the area clean is the responsibility of the event organizers, and each booth is responsible for cleaning their own area.

GUST will keep a common trash can in each corner of the building and will take responsibility of removal of this waste. Each booth should have their own trash can and trash bag for replacement. And
should throw this in the common trash can,

No booth/ event setup should block any of emergency fire exit.

All the event organizers/ external vendors should follow the security car parking rules and regulations.

No food booths shall be allowed indoor of the campus.

No kitchen machines allowed to be used inside the campus , all items should be ready-made

No nailing or sticking on walls, poles, pillars, glasses or any asset of the university.

An electrician will be provided by FM Dept during the event to support technical needs; organizers shall provide total electric loads for all activities before the event.
No additional activities shall be allowed or supported by the university administration in less than a week notice period.

Any failure to clean your area or removing event related material immediately outside the campus after the event is finished (24 Hours allowance) will allow the Facilities Department to remove them
immediately and deduct charges from the Deposit.

Any additional requirement/ Setup/ support requests with short notice that has not been discussed. or officially requested one week before the event will cause additional deduction.
Full amount of damage more than deposit cost should be paid by organizer.

All energy soft drinks are not allowed in GUST campus at any time.

All installations will be done between 08:00 AM till 11:00 PM, campus main doors will be closed at 11:00PM exacily.

Any event will not be allowed to have more than 6 restaurants at the same time.

Only authorized Audio/Visual personnel are allowed inside the control room of the theatres.

Operation of the university i must be done by an authorized LT personnel, tampering with university equipment will not be tolerated. Hence; it will be deducted from the deposit if damages or
misuse occur.

Last minute changes during the event will be supported. however the IT department will not be responsible if there are any delays or malfunctions that may occur in the program after the changes have
been made
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RULES AND REGULATIONS FOR RESTAURANTS

Rules & Regulation Form should be signed before entering the University for the Event.

Rules & Regulation Form copy should be presented to gate Security in order to enter the Campus.
Deposit amount of Fifty Kuwaiti Dinars (50KD) shall be deposited in cash to the University Finance
Department minimum one day before the Event. The remaining deposit amount will be returned
after the operational charge deduction to the restaurant representative after the Facilities
Management Department inspection.

Renting Fees per day shall be deposited in cash to the internal student organization financial account
at GUST.

Charge fees can be refunded back in case of booking cancellation and after the approval of the OSL.

No installation shall be allowed without the coordination & supervision of FM Dept. attendant.

No forklift, tables, chairs, additional power extension source will be provided by the University, in or
outdoor areas.

Each restaurant should keep his own area clean at all times.
Floor protection beneath the occupied area should be provided by the restaurant.

Oil or grease of any kind should not be thrown in the garbage area; every restaurant is responsible to
take them out of the University.

Each Restaurant should have his own trash can and trash bag for replacement. And should throw it in
the common trash can behind Tennis Court.

No restaurant should block any Emergency Fire Exit.
No food booths shall be allowed indoor.
No nailing or sticking on walls, poles, pillars, glasses of the University.

Restaurant representative should provide total Electric loads before the event to FM Dept. electrician
if applicable.

Selling energy drinks, cigarettes and all forms of E-cigarettes is prohibited on campus grounds.
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Deposit amounted Fifty Kuwaiti Dinar (50KD) or above can be deducted by the University’s Administration for
the following reasons:

Any damages to the assets of the University (example: flooring, walls, plants, stages, glasses, pillars, and

roads, any of its mechanical system).

all

An amount of (KD 7.5/-) per day will be deducted as an operational charge.
Cleaning your area and removing event related stuff, immediately after the event is finished. (1-day

owance).

Any other reason as per university admin evaluation.

For further requirement please contact FM Helpdesk 25307900

Name of Restaurant: Deposit Amount: Bijan Mohammadi Approval:

F

Name of Event:
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/ / Tow W / Name of Event organizer from GUST:

| HEREBY DECLARE THAT | HAVE READ GUST RULES & REGULATIONS FOR RESTAURANTS.

Signature: Date:

Finance Dept.:

| Deposit Received: Date:




