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Event Organizer Responsibilities and Expectations – College of Engineering 

The event organizer will be expected to coordinate the following tasks in preparation for the event: 

1. Identify and coordinate a space for the event in a timely manner. To reserve a space in the 

Driftmier Engineering Center, please complete this form. 

a. If parking passes are needed for the Driftmier lot, please complete this form. More 

information about parking lots around Driftmier can be found here. 

2. Check with the Engineering Business Office to determine if your vendor is approved by UGA. 

If they are not approved your will need to have them complete the supplier registration 

form. It may take several days for this request to be approved so please keep that in mind. 

3. Notify the Office of Information Technology if any A/V support is needed for event by 

emailing support@engr.uga.edu.  

4. Ensure compliance with University policies especially as they relate to food, reimbursement 

of food items, and alcohol usage (CENGR & UGA).  

5. Please take attendance at event as this will be needed for reimbursement/invoicing 

purposes. 

6. Please prepare for trash clean-up at the conclusion of the event via the following options: 
a. Place trash bags in the dumpster area located at the northeast side of Driftmier or, 

b. Coordinate with FMD for trash disposal by submitting a work request via this form. 

Requests must be submitted at least 10 days in advance to the event date. More 

information on this policy can be found here on page 3. 

c. With the inclusion of food with your event, there may be a clean-up fee assessed if 

neither of the options above are adhered to. The fee will be $35 per person/hour 

(Rates are subject to change, please review rates here for “building service 

worker”).  

7. Please ensure all tables and chairs are back to their original placement. 

8. Submit invoices for event services to your designated Admin the day after the event. 

9. Coordinate to have an on-site point of contact to answer all questions, receive food 

deliveries, and give out parking passes. 

Failure to adhere to these procedures may result in the inability to reserve these spaces in the 

future. 

Event types 

Large College-Level Events: The college’s Special Events Manager, Jane Pinson, leads the 
coordination and is the onsite contact for larger college-level events (e.g. Convocation, Celebration 
of Excellence, Capstone Design Showcase, E-Mobility Summit, etc.).  
 
Large Office Events: For larger (50+ attendees) school-level or individual office events (e.g. 
retreats, workshops, etc.), the Special Events Manager will be available to assist with coordinating 
the event logistics (e.g. reserving venues/catering, parking), but will typically not be able to attend 
the event as the onsite coordinator. Another staff member will need to be the day-of onsite contact 
and responsible for setup/breakdown and receiving any catering orders. Requests for assistance 
with events should be submitted at least 2 months in advance, if possible, via this Qualtrics - Event 
Proposal Form. 

https://ugeorgia.ca1.qualtrics.com/jfe/form/SV_ePsCJzCNCH5kWNg
https://ugeorgia.ca1.qualtrics.com/jfe/form/SV_8jNzd4tjen29HrE
https://outlookuga-my.sharepoint.com/:w:/g/personal/jep71752_uga_edu/EchkZgxjJ1lHmbAGVvGk5GMBCoQ9CXSRnTGwApcuWdO2vw?e=xGvbPX
https://suppliers.uga.edu/psc/fs92prd/SUPPLIER/ERP/c/SUP_OB_MENU.AUC_BIDDER_REGISTR.GBL?Action=U&SUP_OB_TEMPLATE_ID=SUPPLIER&
https://suppliers.uga.edu/psc/fs92prd/SUPPLIER/ERP/c/SUP_OB_MENU.AUC_BIDDER_REGISTR.GBL?Action=U&SUP_OB_TEMPLATE_ID=SUPPLIER&
mailto:support@engr.uga.edu
https://onesource.uga.edu/resources/allowable_expenditures_by_fund/
https://engineering.uga.edu/uploads/main/College_of_Engineering_Policy_Update___Student_Org_Events__Inclusion__and_Proper_Use_of_Funds.pdf
https://provost.uga.edu/policies/academic-affairs-policy-manual/5-01-use-of-campus-space/#p-5-01-3
https://readyfmd.fmd.uga.edu/ready/
https://fmd.uga.edu/_resources/documents/fmd-facility-responsibility-guide1.pdf
https://fmd.uga.edu/departments/work_request_center/Labor_Rates/
https://ugeorgia.ca1.qualtrics.com/jfe/form/SV_6nzcOds7aucjv9Q
https://ugeorgia.ca1.qualtrics.com/jfe/form/SV_6nzcOds7aucjv9Q
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Small Events: Smaller events (Under 50 attendees) should be coordinated by the 
school/unit/department host. The Special Events Manager is available to offer recommendations 
and answer questions. There are also ‘events resources’ on OneDrive where you can access 
information on vendors, transportation, catering, etc.  
 

Resources for Event Organizers: 

• Request Assistance for Large Event  
• Event Resources 
• Driftmier Event Space Reservations 

• Driftmier Parking  
• Event Budget & Expenses Form  
• Alcohol Policies – CENGR & UGA 

 

Admin Division 
Patsy Adams 
jcadams@uga.edu  

UGAF, ALL Foundation payments 

Pam Pontenberg  
pp04180@uga.edu  
Sue Kim 
sk88194@uga.edu  

CENGR, College level events 

Amanda Snyder 
ams35485@uga.edu  

ECE, School of Electrical and Computer Engineering 
 
While ECAM admin position is being filled: Mechanical & 
Agricultural 

Linda Lockett 
ll68537@uga.edu  

CMB, School of Chemical, Materials, and Biomedical Engineering 
 
While ECAM admin position is being filled: Environmental & Civil 

Tanesha Hitchcock 
tanesha@uga.edu  

Office of Student Success 

Karina Soranz 
ks66317@uga.edu  

Academic Affairs & Assessment 

Brent Griffis 
bgriffis@uga.edu  

EETI, Engineering Education Transformations Institute 

Bryce Martin 
bm02127@uga.edu  

IRIS, Institute for Resilient Infrastructure 
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