
Special Events Rental Guide/Policy 

 

General Rental Rules: 

 All general requests must be made at least seven business days prior to needed date and will be 

subject to approval based on availability. 

 International flag requests must be made 10 business days prior to needed date and will be 

subject to approval based on availability. 

 Student organizations must make their student activities advisors aware of all requests. 

 Requests to cancel must be made 24 hours prior to the equipment pickup time. Failure to cancel 

requests could impact future approvals. 

 Renter is responsible for picking up all rented items and returning the to the Special Events 

office, Butler 601, during normal business hours (M–F, 9am–5pm).  

 Renter agrees to pay for any repairs or replacement of equipment that is damaged, destroyed, 

lost, or stolen. Special Events staff will assess all items upon their return.  

 ALL Equipment is for indoor on-campus use ONLY.  

 Due to major campus events, Special Events is not able to accommodate requests during April  

and May. 

Step and Repeat 

 Size: 8’ x 12’ 

 Step and repeat must be returned to the storage bag according to included directions. Failure to 

roll up the step and repeat banner properly could result in loss of rental privileges. If step and 

repeat needs to be washed and/or ironed after use, renter will be responsible for all costs.  

 Step and repeat should be stored in its proper bag and should NOT be left in an unsecure 

location, e.g. in MGC 2-5 overnight. 

International Flags 

 Size: 3’ x 5’  

 Inventory only includes official country flags of the United Nations. 

 Each international flag will include one base. All flags must be displayed/placed in provided 

bases ONLY.  

 Flags should be disassembled and rolled the same way as the flag was provided.  

 Flag box can only be used in the Tavern, Katzen, or SIS. Only one flag box is able to be reserved 

at a time. Use of flag box must be approved by Special Events and the facilities manager of the 

event venue.  

 If requesting five or more international flags, you must use a flag box to display flags.  

Ribbon Cutting Ceremony Supplies 

 The Special Events office is able to supply large scissors to be used at ribbon cutting ceremonies. 

Renter/event planner will need to supply ribbon. 

 



AU Gonfalon 

 AU Gonfalon should be disassembled and rolled the same way as it was provided.  

 AU Gonfalon should be displayed in provided base. 

AU Repeating Logo Banner 

 Size: 7’ x 15’ 

 AU Repeating Banner may be displayed via hooks or rented pipe and drape (not provided by 

Special Events office).  

Other Flags  

 Size: 4’ x 6’ 

 AU school flags will only be approved to be used at an official AU event.  

 Additional flags include: US Flag, DC Flag, and the AU Flag.  

 

 


