
 
 
 
 

Procedures and Application for Table Reservations by External Groups 
Reservation Date/Time Requested                                                             

 
 
 Call Student Development at 636-922-8241 to make a reservation for a table in the 

Administration building Atrium.  The Administration building atrium is the only 
campus location for outside group table set-up. 

 
 Tables will be reserved on a first-come, first served basis.  This is a free service.  

Reservations may be made and the atrium is available Monday – Thursday, 8:00 
a.m.-7:00 p.m., and Friday, 8:00 a.m.-4:30 p.m. 

 
 This document can be faxed to 636-922-8251 and confirmation will be provided prior 

to your arrival on campus. 
 

 No direct sales or solicitations are allowed.  Businesses, organizations, and colleges 
are allowed to display informational signs to their target audience.  Tables are 
intended primarily for highlighting opportunities for students including employment, 
recruitment, transfer colleges and campus-based activities. 

 
 Businesses, organizations and colleges are allowed to give out free promotional 

information if requested by the students.  Materials must not require an exchange of 
money.  Discount coupons must be pre-approved by campus officials prior to 
distribution. 
 

 Representatives must stay behind their tables and wait for students to initiate contact.  
Representatives may not summon or pressure individuals to approach their table. 
 

 Tables cannot be moved.  Tables are placed so as to not impede traffic and to adhere 
to fire codes.   
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 Persons interested in distributing advocacy, campaign or partisan literature, petitions, 

or information on campus must comply with the following: 
 

• Obtain the permission of the Marketing & Communications Department.  In the 
case of a petition, a copy must be presented to the Marketing & Communications 
Department along with the completed application form; 

• A maximum of two days in one semester per advocacy group or petitioner is 
permitted; 

• Maintain restricted presence at a designated location and speak only to people 
who approach the table; 

• No approaching of students and staff; and 
• No solicitation of monetary contributions. 

 
 
I agree to the above procedures.  I understand failure to adhere to these rules during my visit   
will result in immediate removal from SCC property and loss of privileges to reserve future 
tables at the College. 
 
 
 
                                                                                       
Organization Name/Title of Document or Petition        
 
 
                                                                                                                                                            
Signature              Print Name  Date 
 
 
                                                                                                                                               
Contact Phone Number     Return Fax Number 
 
 
 
- - - - - - - - - - - -Confirmation Acknowledgement (For office use only)- - - - - - - - - - - -  

 
 
 
                                                                                                     
Date    Time            Initials 
Confirmed 
 
 
                                                                                                                       
Marketing and Communications Office Approval (when applicable)     Date 
 

Jan. 4, 2010 


