J.C. Kellam 11* Floor Meeting and Event Spaces

The Lyndon B. Johnson Student Center is responsible for reservations and support of the 11t floor of the J.C.
Kellam Building comprised of the Executive Conference Rooms (1103 A&B), Ballroom (1101), lobby area, and

kitchen.

JCK 11" Floor Ballroom

Use is limited to university departments.
The use of audiovisual technology will require a dedicated audiovisual technician and additional fees
may apply.

JCK 11t Executive Conference Rooms

Use is limited to University Departments and rates may apply.

All offices directly associated with members of the cabinet will not be charged for use of the Executive
Conference Rooms.

University Department reservations in the standard set for less than four hours will not be charged.
Additional fees may be assessed for reservations lasting more than four hours.

Executive Conference Rooms A & B are considered standard set rooms. Groups requesting changes to
the setup may be assessed the additional setup fee.

Events requesting the Executive Conference Rooms in conjunction with the Ballroom may take priority
and all efforts will be made to find an alternate space for the previously scheduled meetings.
Executive Conference Room reservations will not require a dedicated audiovisual technician unless
determined necessary by LBJSC Event Services or upon request.

JCK 11" Floor Lobby

The JCK 11 Floor Lobby may be used in conjunction with events held on the 11* Floor for check-in.
Requests for use of the 11th Floor Lobby for anything other than event check-ins are subject to the
approval of the Director, LBJ Student Center & Event Services and the designated building proctor for
JCK.

JCK First Floor Lobby

The JCK First Floor Lobby is considered a public space and must remain accessible during building
hours but may be used in conjunction with events held on the 11* Floor for check-in.

Requests for use of the First Floor Lobby for anything other than event check-ins are subject to the
approval of the Director, LBJ Student Center & Event Services and the designated building proctor for
JCK.

Security

JCK building hours are Monday-Friday 7:00am-7:00pm. Events outside of the hours of JCK require
event security and will be considered on a case-by-case basis and are subject to the approval of the
Director, LBJ Student Center and the designated building proctor for JCK. The sponsoring organization
will be responsible for all expenses related to event security in addition to special opening / extended
building hours fees.


https://policies.txst.edu/university-policies/08-01-15.html

LBJ Student Center and JCK 11 Floor Food and Beverage Guidelines

Catering
Carved and Crafted by Chartwells is the exclusive caterer in LBJ Student Center and JCK 11t Floor.

Contact Event Services (512-245-2264 or Ibjscreservations@txstate.edu) with any questions regarding
food/beverage options.

Alcoholic Beverages
Chartwells is the only caterer permitted to serve alcohol in the LBJ Student Center (see UPPS No. 03.01.18
Purchase of Alcohol.)

Prior approval must be granted and the approved Alcoholic Beverage Activity Form must be submitted to
Conference Services at least 5 business days prior to event date.

Exceptions for University Departments and/or Registered Student Organizations
All food and beverages must be provided by Chartwells for Non-University Sponsored Events and Off-Campus
Clients.

University Departments and Registered Student Organizations are only allowed to bring the following items to
their meeting rooms (Ballrooms excluded):
e BBQ from Approved Vendors. Non-Approved Vendors are not allowed to make deliveries in the
LBJSC.
® Pizza
¢ Cakes/cupcakes
* Snacks
o Chips, crackers, popcorn, candy, cookies/homemade baked goods, donuts, whole fruit, nuts,
bagels, granola bars, soft drinks, bottled water

Donated Food or Special Menu Item

If a University Department or Registered Student Organization expects to receive food donations or require a
special menu item that cannot be provided by Chartwells Catering, an LBJSC Food Policy Exemption Request
must be submitted and approved by the LBJ Student Center and Chartwells.

Departmental Potlucks

Potlucks are approved only for University Departments and can take place in approved meeting rooms. Due to
additional concerns regarding power, safety, and food handling, all reserving departments must consult with
Event Services to arrange for proper set-up. The Food Approval Form must be completed to receive approval
prior to your event.

Processes/Forms

Departments and Student Organizations: If Chartwells is not providing food for your event, a Food Approval
Form must be completed, submitted, and approved prior to bringing food into the building, at least 2 business
days prior to the event date.


https://policies.txstate.edu/university-policies/05-03-03.html
https://policies.txstate.edu/university-policies/05-03-03.html
https://gato-docs.its.txstate.edu/jcr:ee9a0546-343e-4827-a2f8-48dfa2601e03/AlcoholicBeverageActivityForm-UPPS%2005.03.03
https://www.auxiliaryservices.txstate.edu/services/dining/LBJ-Student-Center-Approved-Caterers.html
https://gato-docs.its.txstate.edu/jcr:cdc1e78d-0cb7-4944-bebc-e98e35cb1ac4/Food%20Policy%20Exemption%20Request%202019%20PDF.pdf
https://gato-docs.its.txstate.edu/jcr:f8e0cae2-a596-496b-a2d1-7330d0122fe9/Food%20Approval%20Form%20Fall%202021.pdf
https://gato-docs.its.txstate.edu/jcr:f8e0cae2-a596-496b-a2d1-7330d0122fe9/Food%20Approval%20Form%20Fall%202021.pdf
https://gato-docs.its.txstate.edu/jcr:f8e0cae2-a596-496b-a2d1-7330d0122fe9/Food%20Approval%20Form%20Fall%202021.pdf
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