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Use of Non-Research Building Space
by CNSI Members and Others

About a third of the CNSI building is comprised of meeting rooms, presentation space and a
theater. CNSI members are free to use this space whenever it is available for CNSI Core
Events and the CNSI staff is available to them to support the planning and use of this space.
A “CNSI Core Event” or “Tier 1 Event” is defined as an event organized by a member that is
open to all CNSI members, is of broad interest to CNSI members, or is in line with the CNSI
mission.

CNSI members’ home schools, departments and divisions (collectively “Partner Schools™)
are requesting that they be permitted to hold their own internal meetings, conferences and
celebrations in the CNSI building. Additionally, CNSI Members are requesting use of space
for non-Core CNSI events. While the Institute wants to encourage such use by its members
and Partner Schools, the attendant additional costs for planning, event staffing, A/V, etc.,
cannot be borne by the CNSI.

The Building Use Committee has devised a use policy for non-Core CNSI Events, approved
by the Executive Committee on June 16, 2008. It is the policy of the CNSI to encourage
use of the non-research space by its CNSI members and Partner Schools, according to the
following rules:

1) Authorized Users: All CNSI Members, as well as the home departments of its
members in the College, School of Engineering, School of Medicine and School of Public
Health are encouraged to use the non-research space, as available, for non-core CNSI
events.

2) Definition of Different Tiers of Events:
Tier 2 Event: An event hosted by a CNSI member where there is restricted event access
or interest, but the event is still within broad nano interests of CNSI members or is in
line with the CNSI mission.

Tier 3 Event: An event hosted by a CNSI member that does not fall within Tiers 1 or 2,
or is hosted by faculty in Partner Schools.

3) Use Fee: Costs shall be recharged at rates (which are subject to change as costs
increase) which appear on the Event Request Form at
http://www.cnsi.ucla.edu/intranet/event-request/

Partner Schools/Tier 3 M-F 8AM— 6PM M-F after 6PM Sat-Sun 8AM - 6PM
1-4 Up to Up to 4-8 1-4 Up to
A TS hrs 1phr L I ol hrs hrs 1phr
Hour
Theater (268) $1100 $700 $250 $900 $300 $1700 $1100 $400
Lobby (overflow) (265) $200 $250 $315
Lobby (reception) (265) $250 $300 $400
Lobby (dinner) (150) $375 $450 $600
Exec. Conf. Rooms (27 each) $600 $375 $150
5th Floor Conf. Rooms (14 each) $400 $250 $125
Presentation Space (47) $900 $600 $250 $700 $300 $1400 $900 $400
6th Floor Balconies (180) $500 $300 $125 $400 $165 $800 $500 $200
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Members for

Non-Core CNSI Events/ M-F 8AM— 6PM M-F after 6PM Sat-Sun 8AM - 6PM

Tiers2 or 3

Up to Up to

4-8 1-4 One 1-4 hrs. One 4-8 1-4
hrs. hrs. hrs. hrs.
Hour Hour

Up to
One
Hour

Theater (268) $750 $400 $175 $475 $200 $1200 $800

$275

Lobby (overflow) (265) $150 $170 $250
Lobby (reception) (265) $175 $250 $275
Lobby (dinner) (150) $260 $315 $400
Exec. Conf. Rooms (27 each) $400 $260 $100
5th Floor Conf. Rooms (14 each) $275 $175 $85
Presentation Space (47) $600 $400 $175 $750 $225 $950 $650
6th Floor Balconies (180) $350 $200 $85 $450 $115 $550 $350

4)

5)

6)

7)

8)

9)

Reservation of Theater and Lobby: Hosts of Tier 2 Events may reserve space no
more than six (6) months in advance of the event without specific authorization of the
CNSI Director or Research Director. Members will not be charged for staffing or room
costs if during business hours; charges will be applied after 6 PM and on weekends.

Hosts of Tier 3 Events may reserve space no more than two (2) months in advance of
the event without specific authorization of the CNSI Director or Research Director. The
respective Use Fee for members and non-members shall apply per paragraph 3 above.

Reservation of Small Spaces: This space includes the conference rooms, Level 5
presentation space and the 6" floor balconies.

Reservations are restricted to Tier 1 or Tier 2 events. No Tier 3 events may be reserved
without specific authorization of the CNSI Director or Research Director.

Members are authorized to reserve small spaces for Tier 2 events on a quarterly basis
starting one month in advance of the quarter.

The Executive Conference Rooms and one 5" floor conference room will be reserved for
Administrative staff discretion.

For reservation of small spaces that requires CNSI staffing, the host is expected to fund
such staffing. Whether staffing is required is under the discretion of the Administrative
staff, not the host.

Event requests and room reservations are to be made by completing the Event Request
Form at http://www.cnsi.ucla.edu/intranet/event-request or by contacting the CNSI Events
Office at 310.267.4838 or confrooms@cnsi.ucla.edu.

Availability to accommodate requests is based on pre-existing events or reservations,
parties may need to be flexible with dates in the case of scheduling conflicts.

Any requests for AV needs (projector, laptops, microphones, etc.) should be made 10
days in advance of the event. If a request is made with shorter notice, AV support may
not be available.

Requests for any tier larger scale conferences, symposia or workshops to be held at the
CNSI Facility should be made at least 90 days in advance for logistical planning.
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10) A mixture of department and CNSI staffing is required for each event. Such staffing
requirements will be discussed.

11)Until a permanent security system is installed, all participants of each event need to
check in with the security desk located in the CNSI Lobby on the main floor. For larger
groups, a separate check-in desk will be set up and participants will be given a name-
badge so that they are easily identifiable.

12) If the event involves catering, a Partner School staff member must be on site for drop-
off and pick-up of catered items.

13)No food or drink is allowed in the CNSI auditorium. There are NO exceptions. Itis
imperative for the requesting party to help uphold this rule — any violation thereof could
potentially lead to refusal of future requests from that department.

14)CNSI Conference Rooms and Facilities must be left in the condition in which they are
found. If food/drink is served and/or for any event anticipating more than 40 attendees,
an FSR for clean-up must be placed and recharged to the department and the assigned
FSR number will be sent to confrooms@cnsi.ucla.edu.

15)Any damage incurred to CNSI facilities or equipment will be the liability of the requesting
party and/or their department and CNSI reserves the right to use the recharge 1D
provided to restore the damaged facility.



