
Budget and Planning Subcommittees 
Meeting Agenda 

April 19, 2017 
1:45 -3pm – Room 610 Haaren Hall 

 
1. Approval of Minutes for March 29, 2017.  Proposed minutes are attached. 
2. State Budget FY 2018.  Steve and Mark will review the documents attached here. 
3. Space Utilization Report. Events Handbook and SUTF presentations are attached. 

 



Joint Meeting: SPS – FPS 
Minutes 

April 19, 2017 
 

Present: Jane Bowers, Steven Titan (FPS Chair), Ric Anzaldua, Ned Benton, Jeffrey Brown, Jim 
Cauthen, Kinya Chandler, Brian Cortijo, Angela Crossman, Dana Davies, Sandrine Dikambi, Mark Flower, 
Jay Hamilton, Karen Kaplowitz, Tom Kucharski, Anne Lopes, Virginia Moreno, Alena Ryjov, Raj Singh, 
Charles Stone, Chinua Thomas and Alison Orlando (Recorder)  
 
 

1. Approval of Minutes from March 29, 2017.  Minutes were approved as proposed. 
2. State Budget FY 2018.  Steve T. started by explaining that the State Budget was approved.  

He noted that included in the state budget is the Excelsior Scholarship program where a 
student can be awarded up to $5,500 a year.  Students who receive this award must 
complete 30 credits a year but the minimum GPA needed is unclear.  Steve T. then reported 
on the budget projection for FY 2018.  He explained that we are facing a deficit of $3.3 
million.  The deficit could be reduced to $2.3 million if the freshman class size is increased 
to 1,700 FTE.  Steve T. explained that these numbers do not include the possible extension 
of the deal with the DOC, which would reduce the deficit further.  Ned B. asked about 
administrative staff costs.  In the plan approved by the BPC for FY 2017 the costs were 
projected to be $30 million but they have now risen to a projected $38 million in FY 2018. 
Steve T. explained that this is because the college never had the attrition we thought we 
would have; our current run rate is $35.4 million and that does not account for the 10.4% 
increase due to collective bargaining.  Mark F. then explained that this year the state 
funded the retroactive and collective bargaining increases, however, next year collective 
bargaining will not be covered by the state and this is part of the reason on why there is a 
large deficit.    

3. Space Utilization Report.  Raj S. spoke about the Space Utilization Report. He said that the 
concerns were heard about the presentation from the March 29 meeting and changes were 
made.  He first clarified that the offices of the Provost, Registrar, Chairs and Program 
Directors have developed a collaborative approach for classroom assignments which will 
continue.  He then explained that one change from the initial presentation is that the 
academic conference rooms will not be managed on VEMS.  However, the events handbook 
will include the location, capacity, and contact information of the department chair and 
coordinator.  This will allow others in the college community to contact them to see if the 
space is available.  Another change is that the student conference rooms will also not be on 
VEMS.  The events handbook will list information on the Student Life and Student 
Government Conference rooms along with who can be contacted to see if the space is 
available for use.  The administrative conferences rooms are still being planned to be 
managed on VEMS.  There was then a discussion regarding the events handbook being the 
source of implementation for these plans.  Ned B. felt that the handbook needed to be 
legitimized and voted on by the SPS-FPS.  Jim C. inquired if there is a hierarchy in the use of 
space.  Raj S. explained they are trying to have student events in classrooms which will 
free-up other space for other activities.  Raj S. asked when is the next opportunity to meet 
to present the committee with the revised handbook. Steve T. said that the next meeting 
will be in May.  Ned B. said that we should also be developing the financial plan, and Tom K. 
agreed.  Ned B. said another option would be to circulate the handbook and approve it by 
e-mail pending the next meeting.  Ned B. made a motion, which after amendment was as 
follows:  to recognize that the SPS-FPS be the starting point for space processes and to 
support the recommendations made by the Space Utilization Taskforce at this meeting in 
respect to putting the administrative conference rooms on VEMS, maintaining the 



collaborative approach for assigning classrooms, putting the classrooms on VEMS, not 
including the department and student conference rooms on VEMS, and submission of the 
final handbook to the SPS-FPS to be approved. The motioned was seconded.  The motion 
was approved unanimously. 
Tom K. explained that this still doesn’t resolve the larger space issues at hand, and there 
needs to be a prioritization system.  Steve T. explained that they did their own inventory 
and there are only a handful of vacant offices; we are running at full capacity.  Raj S. said 
another problem is when the space is available it is often not in the home area of the 
department that needs it.  Kim C. said that is an issue when trying to find space for new 
faculty.  There was then a discussion on offering incentives for faculty to share offices.  
Mark F. said that any additional incentive would be a struggle to pay in our current 
financial situation.   
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University Budget Office 
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FISCAL YEAR 2018 STATE ADOPTED BUDGET 

Preliminary Analysis 
 

Financial Aid 

 The state adopted budget includes the Excelsior Scholarship program to provide free tuition at CUNY and 

SUNY community and four-year colleges to students of middle-class families earning up to $100,000 in the 

current year and up to $125,000 by FY2020. Students must enroll in at least 12 credits per semester and 

must complete 30 credits per year. The Excelsior Scholarship amount is a “last-dollar” award and is capped 

at $5,500 per year or actual tuition, if lower.  

 The undergraduate tuition for Excelsior Scholarship recipients is set at the 2016-17 rate and is reset every 

4 years beginning in Fiscal Year 2022. 

 Excelsior Scholarship recipients must also reside in the state of New York continuously for the same amount 

of time they received the award, beginning six months after the receipt of the final award payment.  There is 

no requirement that the student be employed during that period, but they cannot work in another state.  

Failing to meet the requirements converts the award to a student loan. 

 The state adopted budget also includes a part-time scholarship (PTS) award program for students who 

attend community college on a part-time basis. Eligible students must take at least 6 but less than 12 credits 

at a CUNY community college and maintain a 2.0 GPA. The award will not exceed $1,500 per semester or 

the cost of six credits. In the event there are more applicants than there are available scholarships, the 

award will be distributed via lottery or other means of random selection.   

 

Senior College Summary 

 The FY2018 state adopted budget for the senior colleges totals $2.43 billion, an increase of $70.5 million, 

or 3%, over the current year.  

 The senior college increase of $70.5 million includes: 

 $36.2 million to fully fund projected fringe benefit cost increases. 

 $34.3 million in revenue appropriations to accommodate a $200 annual tuition increase to 

resident undergraduate tuition and proportionate increases to all other tuition categories.   

 $50,000 in new funding is also provided for the Community Legal Resource Network 

(CLRN) at the CUNY School of Law.   

 The adopted budget restores funding that was eliminated in the executive proposal: $1.5 million for the 

Joseph S. Murphy Institute, $4.7 million in SEEK funds and $250,000 for the graduate pipeline program. 

 The adopted plan recognizes $253.9 million for FY2017 retroactive collective bargaining expenses. 



 

FY2018 State Adopted Budget 2 April 10, 2017 
Preliminary Analysis  
 

 

 

Senior College Summary (continued) 

 

 The enacted budget includes the continuation of the predictable tuition policy for an additional five years. 

Tuition may be increased by up to $200. The revenue will be allocated to each college in a plan approved 

by the University’s Board of Trustees. In addition, the University is required to report annually on how the 

revenue generated has been invested in faculty, instruction, initiatives to improve student success and on-

time completion and student financial assistance.  

 The Maintenance of Effort provision, which was originally enacted in 2011 but expired in 2016, was 

reinstated.  Beginning in Fiscal Year 2018, the State will provide at least the same level of operating budget 

support, including fringe benefits, as the prior fiscal year. 

 
 

 

 

 

 

 

FY2017 

Adopted

FY2018 

Adopted

 Change 

($) 

Change 

(%)

State Operating Support $1,238.5 $1,274.8 36.2       3%

State Support for TAP $205.6 $205.6 0.0         0%

Total State Support $1,444.2 $1,480.4 36.2       3%

City Support $32.3 $32.3 -         0%

Student Tuition $595.0 $619.0 24.1       4%

Federal Funding $145.1 $145.1 -         0%

Scholarships/Waivers $140.7 $150.9 10.2       7%

Total Senior Colleges $2,357.2 $2,427.7 70.5       3%

Note: TAP, Federal Funding, Scholarships/Waivers amounts are based on FY2016 actuals

Senior College Funding by Source ($ millions)
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Community College Summary 

 The FY2018 state adopted budget recommends $260.8 million in operating aid for the community colleges, 

an increase of $15.2 million from the FY2017 level.   

 Per FTE student base aid increases by $50 to $2,747. The $50 increase coupled with enrollment 

increases will generate an additional $11 million. 

 $4.0 million is provided for Open Educational Resources 

 $200,000 is provided for CUNY in the Heights 

 FY2018 legislative funding for ASAP support ($2.5 million), childcare centers ($902,000) and 

College Discovery ($225,000) is restored. 

 

 

 

 

 

 

 

FY2017 

Adopted

FY2018 State 

Adopted/City 

Prelim

 Change 

($) 

Change 

(%)

State Operating Support $248.9 $264.0 15.2       6.1%

State Support for TAP $115.5 $115.5 -         0.0%

Total State Support $364.4 $379.5 15.2       4.2%

City Support $365.5 $386.2 20.7       5.7%

Student Tuition $123.6 $123.6 -         0.0%

Federal Funding $116.1 $116.1 -         0.0%

Scholarships/Waivers $33.6 $33.6 -         0.0%

Total Community Colleges $1,003.2 $1,039.0 35.9       3.6%

Community College Funding by Source ($ millions)

Note: TAP, Federal Funding, Scholarships/Waivers amounts are based on FY2016 actuals. 

FY2018 City Support amount is based on the City's financial plan for FY2018.
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Other Initiatives 

 By June 30, 2018, HESC will issue a report on options to make college more affordable in New York State, 

including a review of student housing at SUNY and CUNY that compares student charges, facility operational 

costs and occupancy policies and requirements. Other affordability initiatives include textbook affordability, 

student transportation, administrative expenses and creating on-campus or community job opportunity for 

students. The report will also focus on opportunity programs that provide student support benefits when 

students transfer to a different campus or transfer from a community college to a senior college  

 New York State child welfare incentive scholarship program will be provided for current and prospective 

employees in the field of child welfare on a competitive basis for both undergraduate and graduate programs 

in the state of NY.  

 The adopted budget states that if CUNY property is sold during FY2018, up to $60 million of sales proceeds 

may be used to support senior college expenses already accrued or to accrue during the year. These sales 

proceeds will reduce the state’s net operating expense liability. 
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CAPITAL BUDGET 

STATE ADOPTED BUDGET 

The FY 2018 State Adopted Budget recommends $456.6 million in new funding. The budget re-appropriates 

$2.4 billion for the senior and community colleges and $210 million for CUNY 2020, for a total of $3.1 billion 

available in appropriations for CUNY in FY 2017-18.  

Details of the appropriations for CUNY include: 

 $224.2 million for critical maintenance at senior colleges; 

 $60.0 million for strategic initiatives at the senior colleges; 

 $80.4 million for critical maintenance projects at the community colleges, to match funding received from 

the City; 

 The fifth-year appropriation of $55 million for the CUNY 2020 Challenge Grant Program that will enable 

the University to invest in transformative capital projects that will be selected in a competitive manner 

based on economic impact, advancement of academic goals, innovation and collaboration. This funding 

is appropriated under the New York State Urban Development Corporation budget; 

 $37 million appropriated for operating expenses incurred by The Dormitory Authority of the State of New 

York (DASNY) and the City University Construction Fund (CUCF) while overseeing construction 

activities for CUNY’s facilities; includes $21 million for DASNY and $16 million for CUCF; 

 $2.6 billion in re-appropriations consisting of : 

 $2.1 billion re-appropriated for senior colleges; 

 $310.0 million re-appropriated for community colleges and Medgar Evers College; 

 $210.0 million re-appropriated for CUNY 2020 Challenge Grant Program. 
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T  

FY2017 FY2018 Change Change

Adopted State 

Enacted/City 

Prelim

from base     

$

from base    

%

Senior Colleges

State Operating Support $1,238.5 $1,274.8 $36.2 2.9%

State Support for TAP $205.6 $205.6 $0.0 0.0%

Total State Support $1,444.2 $1,480.4 $36.3 2.5%

City Support $32.3 $32.3 $0.0 0.0%

Student Tuition $595.0 $619.0 $24.1 4.0%

Federal $145.1 $145.1 $0.0 0.0%

Scholarships/Waivers $140.7 $150.9 $10.2 7.2%

Total Senior Colleges¹ $2,357.2 $2,427.7 $70.5 3.0%

Community Colleges

State Operating Support $248.9 $264.0 $15.2 6.1%

State Support for TAP $115.5 $115.5 $0.0 0.0%

Total State Support $364.4 $379.5 $15.2 4.0%

City Support $365.5 $386.2 $20.7 5.7%

Student Tuition $123.6 $123.6 $0.0 0.0%

Federal $116.1 $116.1 $0.0 0.0%

Scholarships/Waivers $33.6 $33.6 $0.0 0.0%

Total Community Colleges $1,003.2 $1,039.0 $35.9 3.6%

University-wide

State Operating Support $1,487.4 $1,538.8 $51.4 3.5%

State Support for TAP $321.1 $321.1 $0.0 0.0%

Total State Support $1,808.5 $1,859.9 $51.4 2.8%

City Support $397.8 $418.5 $20.7 5.2%

Student Tuition $718.6 $742.6 $24.1 3.3%

Federal $261.2 $261.2 $0.0 0.0%

Scholarships/Waivers $174.3 $184.5 $10.2 5.9%

Total University $3,360.3 $3,466.7 $106.4 3.2%

¹ Excludes Income Fund Reimbursables

Note: TAP, Federal Funding, Scholarships/Waivers amounts are based on FY2016 actuals

University-wide Funding by Source ($ millions)
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FY2017 State 

Adopted 

Budget

FY2018 State 

Adopted 

Budget  Change ($) 

Senior Colleges 1,436,357 1,470,608 34,251          

Academic Excellence 3,070 3,070 -                

Language Immersion Programs 1,070 1,070 -                
Nursing Programs 2,000 2,000 -                
PSC Research Awards 3,309 3,309 -                

Student Services 44,461 44,511 50                 

Child Care 1,430 1,430 -                
City University Supplemental Tuition Assistance (CUSTA) 1,060 1,060 -                
Community Legal Resource Network at CUNY Law School 50 50                 
Graduate Pipeline Program 250 250 -                
SEEK Program 28,077 28,077 -                
CUNY LEADS 1,500 1,500 -                
Financial Aid Matching Funds 1,444 1,444 -                
Student Services 1,700 1,700 -                
Tuition Reimbursement 9,000 9,000 -                
Tuition Assistance Initiatives 0 -                

University Management/Infrastructure 869,993 906,193 36,200          

Building Rentals 52,842 52,842 -                
Central Administration 36,300 36,300 -                
Fringe Benefits 690,055 726,255 36,200          
Information Management Systems 12,167 12,167 -                
Utilities 78,628 78,628 -                

Total Programs 920,833 957,083 36,250          

Total Operating Budget 2,357,190 2,427,691 70,501          

FY2018 State Adopted Budget

Senior Colleges and University-wide Programs ($000)
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Community College State Aid ($ 000)

2017 

Adopted 

Budget

 2018 

Adopted 

Budget 

 Change 

($) 

Base Aid 226,963 237,923       10,960      

Program and Initiatives

ASAP 2,500 2,500           -           

Building Rentals 8,948 8,948           -           

Child Care 1,715 1,715           -           

College Discovery 1,349 1,349           -           

Apprentice CUNY program 2,000 2,000           -           

Community Schools Grants 1,500 1,500           -           

Economic Development 1,880 1,880           -           

Next Generation Job Linkage 2,000 2,000           -           

CUNY in the Heights 200              200           

Open Educational Resources 4,000           4,000        

Total Programs and Initiatives 21,892 26,092         4,200        

Total Community College State Aid 248,855 264,015       15,160      

FY2018 State Enacted Budget



Assumes DOC program in 
North Hall continues for 
5/12ths of the year

FY 2016 Final
FY17 Plan Approved 

By BPC
FY2107 Projection 

Updated

FY 2018 with $200 
Tutition Increase, 
Includes 10.41% 

Collective Bargining 
Increase

BUDGET ALLOCATION AND REVENUE Final CUNY Values 3/8/2017
    CUNY Revenue Target $86,683,359 $85,844,000 $85,619,000 $87,074,523
  Avg Enrollment ((Fall + Spring)/2) 11,201 10,794 10,993 10,921
Base Allocation: $89,996,351 $88,153,158 $86,732,237 $92,545,157
Lump Sum Allocations $2,133,923 $2,516,987 $652,663 $652,663
Additional Allocations $6,414,035 $4,588,474 $11,898,409 $5,923,180
NYC Budget Initiatives $1,405,000 $3,770,000 $3,506,700
NYS Retro & Ratification Bonus $13,621,285
Jan Apr Collective Bargaining Increase $3,092,185
Labor Reserve Allocation $2,906,460 $2,906,460
Current Year Gross Tuition Revenue above CUNY 
Target ($1,134,846) ($3,870,041) ($838,012) ($565,671)
COMPACT FUNDING $2,253,376

TOTAL BASE BUDGET ALLOCATION $100,315,923 $95,700,038 $118,928,767 $104,315,405
Prior Year Cutra Balance $1,830,740 $1,717,875 $2,068,540 $482,443

TOTAL ADDITIONAL REVENUES $1,830,740 $1,717,875 $2,068,540 $482,443

TOTAL BUDGET ALLOCATION $102,146,663 $97,417,913 $120,997,307 $104,797,847

EXPENDITURES
Personnel Services (PS) : $71,956,400 $70,778,662 $91,266,141 $81,266,212
        Faculty $0 $36,410,518 $36,942,952 $38,844,260
        Administrative Staff $0 $30,648,206 $35,483,968 $38,575,051
        ECP $0 $3,719,938 $3,721,795 $3,846,901
Retro & Ratification Bonus $15,117,425
Adjuncts: $13,257,520 $11,770,649 $16,326,640 $14,950,908
        Teaching Adjuncts / CLTs $11,482,969 $12,909,000 $14,241,078
        CETs $287,680 $478,531 $709,829
Retro & Ratification Bonus $2,939,109
Temp Services: $5,435,840 $5,528,218 $6,711,675 $5,729,424
        College Assistants $4,625,616 $4,568,512 $4,901,286
        Non-Teaching Adjuncts $902,602 $765,492 $828,138
Retro & Ratification Bonus $1,377,671
Projected Collective Bargaining Increase $2,906,460 0

TOTAL PS $90,649,760 $90,983,989 $114,304,456 $101,946,543

     OTPS $6,173,285 $5,967,195 $6,173,285
Strategic Investments Initiative $243,213 $243,213

TOTAL OTPS $6,243,510 $6,416,498 $6,210,408 $6,173,285

TOTAL FINANCIAL PLAN EXPENDITURES $96,893,270 $97,400,487 $120,514,864 $108,119,828

YEAR END BALANCE $2,346,933 $17,426 $482,443 ($3,321,981)
Increase Freshman Class Size to 1,700 FTE $1,007,000
Resulting Budget Deficit ($2,314,981)
Additional CUTRA based upon CUNY year end report

John Jay College

 FY 2017 Financial Plan Projection 



FY 2019 with $200 Tutition 
Increase, Includes 10.41% 

Collective Bargining Increase

$88,554,790
10,971

$92,545,157
$652,663

$5,923,180
$3,519,000

($287,885)
$5,271,716

$107,623,831
$0
$0

$107,623,831

$81,666,212
$38,844,260
$38,975,051

$3,846,901

$14,950,908
$14,241,078

$709,829

$6,113,509
$5,285,371

$828,138

0
$102,730,628

$6,173,285

$6,173,285

$108,903,913

($1,280,082)
$1,047,000
($233,082)



Embracing the Philosophy of Shared Space 
and Multi-purpose Room Utilization 

April 19, 2017 

SPACE UTILIZATION TASK FORCE 
 



Overview 

 
 

1. Purpose 

2. Findings 

3. Recommendations 

 

2 



3 

Introduction 
 

      Justice for All  
         

Virtual Event Management System (VEMS)  

 

President’s Listening Tour 

Improved utilization of college space for   
college purposes 

Improved transparency    

 

Space Utilization Task Force   



Task Force Membership 

Raj Singh (Chair)   AVP for Administration 
 
Catherine Alves    Student Athletics Director 
Jeffrey Brown    Director of Theater and Events Support Services 
Anthony Carpi    Dean of Research/Associate Provost 
Brian Cortijo    Enrollment Registrar Specialist 
Kathryn Cousins   Executive Director of Development 
Cheryl D’Antonio   Administrative Events Manager 
Anne Goon    Administrative Superintendent – Custodial Services, Laborers 
Marc Harary    Director of Space Planning & Capital Projects 
Anne Lopes    Dean of Graduate Studies/Associate Provost of Strategic Initiatives 
Daniel Matos    Registrar 
William Pangburn   Administrative Director 
Vincent Papandrea   Admissions Director 
Michael Rohdin    Academic Program Director 
Michael Sachs    Assistant Vice President/Dean of Students 
Nicole Simon    Director of Strategic Initiatives 
William Simpkins   Student Career Program Senior Director 
Daniel Stageman   Research Programs Director 
Chinua Thomas    Broadcast Associate III – Audio Visual Services 
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TERMS OF REFERENCE: 
 
 

Executive Summary 5 

 

Develop processes for improved coordination for space utilization 

Improve efficiency in determining the time of regular annual events 

Develop strategies to enhance events planning 

Develop procedures for reserving space 

Clarify the decision making process relating to space reservation 



Committee Meetings/Outreach 6 

 
Meetings - 10 

Open Forum for Students 

Open Forum for Faculty & Staff 

Faculty Senate 

Provost Advisory Council and Council of Chairs 
 
Student Council Sub-Committee  

 
SPS/FPS Committee 
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What We’ve Learned  
  

A Shift in Philosophy is Needed 

Growth in number of campus organizations 

 Increase in programming/events requiring space  

Loss of North Hall  

Tendency to over-reserve or hold space when in 

reality…     



Pre-Booked   
Fall 2016 Events 
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Fall 2016 Events Pre-Booked PRIOR to Opening of the Calendar 

But it’s not all about Event Space 
8 

254 - Student Activities 
 
  99 - College Governance 
 
  58 - Academic Affairs  
 
  15 - President’s Office 
 
  12 - Research Center 
 
  12 - CUNY 
 
  11 - External Affairs 
 
    7 - Rentals 
 
    5 - OAR 
 Office for the  Advancement 
 Of Research  
 
 

473 – TOTAL  



The Plight of the Registrar 
The Classroom Conundrum 
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Spring 2017 Sections Running in Regular Classrooms as of 12/14/2016 
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Period 1 - 64% 8:00am – 9:15am 
Period 2 - 96% 9:25am – 10:40am 
Period 3 - 98% 10:50am – 12:05pm 
Period 4 - 99% 12:15pm – 1:30pm 
Community Hour 1:40pm – 2:55pm 
Period 5 - 98% 3:05pm – 4:20pm 
Period 6 - 90% 4:30pm – 5:45pm 
Period 7 - 92% 5:55pm – 7:10pm 
Period 8 - 52% 7:20pm – 8:35pm 
Period 9 - 11% 8:45pm – 10:00pm 
  

 

85% National Threshold 
for Critical Overuse 

  

104 Total Classrooms 



Classroom Utilization 
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 Minimize the Hours of Unused Classroom Utilization 
 
 After Add/Drop Dates, Classrooms to be place into 

VEMS  
 

 Clubs and Organizations  to use classrooms during 
community hour to free up Event Space for full-day 
events and conferences 
 

 Food will be allowed in selected classrooms 
 

 The offices of the Provost, Registrar, Chairs and 
Program Directors have developed procedures 
designed to achieve fair and efficient assignments of 
classrooms consistent with college policy in class 
size and class section cancellations. This 
collaborative approach will remain in effect 
 
 
 

 



An Inventory of Conference Rooms 
18 Academic Conference Rooms NOT to be managed in VEMS 

■ History Conference Room  8.65.36 NB 16/20 

■ Latin American Studies   8.63.33 NB    12 

■ Philosophy Conference Rm.  8.63.24 NB    14 

■ Political Science Conf. Rm.  9.66.00 NB    12 

■ Student Affairs Conference Rm. L.65.08 NB 12/23 

■ Anthropology Conf. Room  9.63.24 NB    20 

■ Psychology Conference Rm.  10.65.36 NB    28 

■ Academic Advising    L.73.11 NB    12 

■ Math/C.S. Conference Rm.  6.63.37 NB    12 

 

 

■ Africana Studies   9.63.37 NB    12 

■ Science Conference Room 05.66.01 NB 16/35 

■ Interdisciplinary Studies  06.65.33 NB    25 

■ English Dept. Conf/Class Rm. 07.63.41 NB    15 

■ Provost Conference Room 620  HH       12      

■ Undergraduate Studies  531  HH    20 

■ SEEKI Conference Room 431  HH    20 

■ PhD Conference/Class Room 636  HH    20 

■ Acad. Ops/Inter. Affairs  606.01 BMW     8 
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 Department         Room    Bldg  Seats          Department         Room    Bldg  Seats  

 Academic Conference Rm. information including, location, capacity, contact information 
(email & phone) of the Dept. Chair and coordinator will be published in the handbook  

 
 In the event use of the Academic Conference Rms. is necessary the college community 

can contact the academic department    



And There’s More… 
16 Administrative Conference Rooms that WILL be managed in VEMS 

■ DoIT Conference Room   L2.63.07 NB     8 

■ DoIT Conference Room   L2.63.16 NB     6 

■ Facilities Conference Room.  L2.68.01 NB     8 

■ Wellness Counseling Conf. Rm.  L.68.05 NB 12/20 

■ Career Services Conf. Rm.  L.72.23 NB 20/24 

■ Finance and Administration  9.65.17 NB    12 

■ Office of Legal Services   622.04 HH     8 

■ 54th Street Annex    702  54th    25 

  

■ OAR & Sponsored Programs 601.01 BMW 6 

■ Marketing and Development 608.04  BMW 6 

■ Center for Internal HR   603.02 BMW 8 

■ Research and Eval. Center 605.02 BMW 8 

■ Off. of Space Planning & CP 606.09 BMW 8  

■ Prisoner Reentry   609.12 BMW 8 

■ John Jay Online   610.04 BMW 6 

■ Adult Cont. & Prof. Develop. 612.02 BMW 8 
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 Department              Room    Bldg  Seats         Department              Room     Bldg  Seats  

 Administrative Conference Rooms will be managed in VEMS    



And Then There’s Even More… 
3 Student Life/Government Conference Rooms NOT to be managed in VEMS 
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 Student Life Conference Rm.  L2.70.03  NB      25 

 Student Life Conference Rm.  L2.70.13  NB      20 

 Student Government Conf. Rm. L2.69.08  NB      40 

 
 

 Department              Room    Bldg  Seats  

 Information on Student Life and Student Government Conference Rooms including, location, capacity, 
contact information (email & phone) of the Department Chair and coordinator will be published in the 
handbook  

 
 In the event use of the Student Life and Student Government Conference Rooms is necessary the college 

community can contact the appropriate department    



Events Handbook  
Strategies to Enhance Event Planning 
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A step-by-step guide detailing the  
required procedures for reserving  
space for the following user groups:  
 
Student Clubs & Organizations 
Faculty/staff seeking to host an event  
Faculty/staff seeking to book a conference 
Partnerships 
Sponsored Organizations 
CUNY and External Clients 

 

 



 FAQs 
 A Layman’s Guide to Why Things Are the Way They Are 15 

Transparency 2.0 
 
A sampling of Questions 
 
 Why do we need procedures to use space  
on campus? I see empty rooms all the time –  
Why can’t I just use them?  

 
 I followed your directions, browsed the  
available rooms, and wasn’t able to reserve the  
space. - What did I do wrong? 
 
 What qualifies as a “major” and/or “recurring”  
event? - My event is  major to me! 
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Calls for An Event Review 
Committee  

 

 Establish Events Review Committee 

 Criteria for approval to include: 

 Advancement of College Mission and Goals 

 Impact on Students, Faculty, and Staff 

 Attendance 

 Activity  

 Timeframe 

 Expense 

 Revenue Potential 

 
 



Seriously - An Event Review 
Committee?  
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 YES!   We’re Serious  
 ERC Improves Transparency!  

  
 Size and make-up of the Committee  

 Representative from each division and 
student and faculty rep/s.  Approval by 
President  

 
 Last minute requests or emergencies 

 Approval by the President  
 

 Annual / recurring events  
 Reviewed if in conflict or if substantially 

changed 
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THE END   
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1.0 Introduction 
John Jay College is a community of motivated and intellectually committed individuals who explore 
justice in its many dimensions. The College’s liberal arts curriculum equips students to pursue advanced 
study and meaningful, rewarding careers in the public, private, and non-profit sectors. Our professional 
programs introduce students to foundational and newly emerging fields and prepare them for 
advancement within their chosen professions. As a public university with public purposes, John Jay 
(JJAY) also seeks to contribute to the cultural, social, and economic life of New York. 

1.1 Event and Space Use Guidelines 
Event and Space Use Guidelines have been developed to streamline the process for request and use of 
space at JJAY and promote effective communication in the planning, execution, and evaluation of events 
taking place at the College. Any group wishing to schedule an event on campus other than an academic 
course must submit a request through the Virtual Event Management System (VEMS).A completed 
application must be entered into VEMS or submitted to the appropriate office no later than 15 business 
days before the proposed date of the event or we cannot guarantee the application will be processed. 
Applications are available from the offices listed below: 

 
a) John Jay College Applicants 

i. Students 
Student generated requests, such as student club and organization meetings, 
social events, cultural events, fundraising events, and lectures, must be directed 
to the Center for Student Involvement and Leadership (CSIL) at 524 West 59th 
Street, 

ii. Faculty/Staff 
Faculty and staff members wishing to hold an event, such as a union meeting, 
award ceremony, conference, reception, memorial service, or lecture, must be 
directed to space reservationist Christine Baerga at cbaerga@jjay.cuny.edu or 
space reservation manager Cheryl D’antonio at cdantonio@jjay.cuny.edu. If 
applicable some requests may be redirected to the Office for the Advancement 
of Research (OAR).   
 

b) External and Community Applicants 
Groups external to the college may obtain an events application from the Office of Theater 
and Event Support Services or contact Cheryl D’antonio at cdantonio@jjay.cuny.edu. 

 
c) University Interest and Regulations 

There should be significant JJAY interest in hosting the proposed event and it must be one 
that aligns with John Jay College’s mission, goals, and ideals. The organization must also 
agree to comply with all of the JJAY rules and regulations. JJAY reserves the right of approval 
of all facility-use requests and may impose restriction and limitation of use, in addition to 
any restrictions consistent with the operation of JJAY. 

 
d) Sponsoring Organizations 

A non-affiliated individual/organization may be sponsored by a JJAY academic department 
or administrative office. The sponsoring department must assume financial responsibility for 

mailto:cbaerga@jjay.cuny.edu
mailto:cdantonio@jjay.cuny.edu
mailto:cdantonio@jjay.cuny.edu
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the costs of the event and must also have a presence at the actual event. .  Fees will be 
assessed as appropriate.  

 
e) Athletic Facilities 
 Athletic facilities include the Main Gymnasium, Auxiliary Gymnasium, Tennis Courts, 
 Swimming Pool, Weight Room, Locker Rooms, and Showers. Visit JJAYathletics.com for 
 more information. Organizations (affiliated or non-affiliated) interested in using any of 
 the athletic facilities must contact:  

i. Catherine Alves 
Assistant to the Athletic Director 
Phone: (212) 237-8395 

 calves@jjay.cuny.edu 
 

f) Gerald W. Lynch Theater 
 Individuals/Organizations (affiliated and non-affiliated) interested in using the Gerald W. 
 Lynch Theater must contact: 

i. Joshua Redfearn 
   General Manager 
   Phone: (212) 237-8000 ext. 2156 
   jredfearn@jjay.cuny.edu 
  

1.2 Purpose of the Guidelines  
Public assembly space on campus is at a premium. We have a wide range of users from the College, 
from CUNY, and from outside organizations that rent our lecture halls, gymnasium, student dining hall, 
Moot Court and other spaces on campus. The purpose of our guidelines is to strike the best balance 
among space assignments for student clubs and organizations, faculty and staff, priority local uses; 
events that seek audiences beyond the campus community, such as conferences, workshops and 
lectures, and rentals to outside constituencies. The guidelines also seek to ensure that facilities costs are 
transparent, well understood, and fully covered across the totality of space assignments. To that end, 
some priority in-house uses, because they are part and parcel of the College’s mission and strategic 
plan, will be subsidized by other uses in which fees are charged. Others will be discounted at a rate well 
below that charged to outside entities.  For-profit outsiders without a strong College affiliation will be 
charged our highest rates. These categories are explained in more detail below, but whatever the mix of 
assignments, total revenue must cover the base costs of operating our various facilities (including core 
staffing) and ideally contribute net new revenue to the College. 
    

1.3 Event Screening  
 In order to ensure the best and highest use of space on campus, approval by Theater and Event Support 
Services is required. Criteria for approval is based on several factors including but not limited to 
attendance, activity, timeframe, expense, and revenue potential.  In order to maximize our space usage, 
a request for a specific space may be denied in favor of a more appropriate location. For example; a 250-
seat lecture hall, reserved for an anticipated attendance number of 30 guests, may be redirected to a 
classroom or smaller, more appropriate space. Theater and Event Support Services will consult with 
representatives from Space Reservations, Facilities Management, the Office for the Advancement of 
Research, Student Affairs, Faculty Senate, Student Council, and other parties as necessary.   
 
   

mailto:calves@jjay.cuny.edu
mailto:jredfearn@jjay.cuny.edu
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1.4 Event Application 
The following guidelines apply to most if not all user groups and details the general practices required in 
preparing an event application for review.  Internal user groups partnering with external organization 
where admission fees are being charged should pay special attention.   
 

a) Identify an appropriate location for your proposed event 
Once you have created an event program and have a clear understanding as to when it will 
take place, it is now time to consider what facilities on campus would suit your program 
best. If you are unsure as to what facilities the campus has available, contact our Space 
Reservations Manager Cheryl D’antonio at cdantonio@jjay.cuny.edu. As space is limited on 
campus, we recommend having flexibility with the requested dates of your event.  
 

b) Prepare the Events Application 
The events application is the formal request for space. Attention will only be given to 
applications that have been filled out in their entirety.  JJAY applications (Faculty & Staff) 
must submit their applications a minimum of 15 business days in advance. Groups external 
to the college must submit their applications 20 business days in advance of planned events. 
Meeting the above timelines does not ensure or guarantee the approval of the application.   
 
On your events application, please give a detailed description of your event. Make sure to 
include maximum number of guests and, if possible, please include a diagram of your 
desired set-up. Indicate on the application if you would need audio/visual services and other 
auxiliary equipment so that we can accommodate – please be aware that certain fees may 
apply. Events held by outside groups will require a Certificate of Insurance. Be sure to 
review your application as incomplete forms may be rejected or held until the proper 
information is obtained and may significantly delay the review process. 
   

c) Application Submission & Review Process 
Once your application is reviewed by the appropriate office or department, should any 
conflicts or concerns remain Space Reservations Manager Cheryl D’antonio  in consultation 
with offices of: External Affairs, Student Affairs, Student Life, Public Safety, Theater and 
Event Support Services, Advancement for Research, Facilities Management, Athletics, and 
other offices as deemed appropriate, will determine the best course of action in remedying 
the situation. 
 

d) Event Approval and Payment 
Once the Events Screening process is complete final approval will be given by the Vice 
President of Finance and Administration. If applicable the client will also be provided with 
necessary contact information, instructions, and invoiced fees (i.e. staffing and other site 
services). Sponsors and/or event organizers may be requested to meet with a designated 
JJAY representative to provide additional information pertaining to the event. If necessary, 
this will be done prior to the approval of the events application. 
  

e) Payment 
Make checks or money orders payable to:  
  
 John Jay College Auxiliary Services Corporation, Inc. 

mailto:cdantonio@jjay.cuny.edu
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Attn: Mr. Gerald Garvey, Bursar 
Room L.70.03 NB 
John Jay College of Criminal Justice 
524 West 59th Street,  
New York NY  10019 

 

1.5 Site Usage Fees (rental fees) 
Organizations external to the College wishing to use JJAY facilities will be charged a site usage fee. 
Though registered JJAY student clubs, departments, and organizations will not be charged site usage 
fees, staffing charges (facilities management services, public safety assignments, audio/visual services, 
etc.) may apply. See below for a list of event fees. Site usage fees are different for each space and can be 
found on the following link (insert link “a”). 

 

1.6 Support Services (event staffing) 
Certain events may require the presence of public safety, custodial, or other auxiliary staff. While the 
Event Screening process considers the type of the event, location, number of guests, and other factors it 
does not  determine if additional Public Safety, Facilities Management Services or other support staff 
will be needed. These departments will be consulted individually as to the need for those services. If 
there is a change for additional staff assignments, a revised invoice will be issued reflecting the change.  

 

1.7 Audio/Visual Services and Equipment 
Faculty and Staff requiring audio and/or visual support for their event (except the GLWT) should  contact 
Chinua Thomas at chthomas@jjay.cuny.edu. Student organizations should contact the Center for 
Student Involvement and Leadership. Non-affiliated individuals/organizations should arrange for audio 
equipment with Space Reservations Manager Cheryl D’antonio at cdantonio@jjay.cuny.edu. 
 

1.8 Work Orders  
Reserving your space is just the first step in the process. If your reservation requires your space to be 
provided with chairs, tables, heat, etc. a “work order” must be submitted to Facilities Management. To 
submit work orders please visit the following link: (insert link “b”).  
 

1.9 Catering  
JJAY’s food service vendor, MBJ, can provide catering services to any individual/organization hosting an 
event on campus. For more information call 212-484-1335. 

 

2.0 Process for Reserving Space  
A completed application must be submitted in VEMS no less than 15 business days before the proposed 
date for internal events and 20 business days for external events or we cannot guarantee the application 
will be processed. Meeting this timeline does not ensure or guarantee the approval of the application. 
All space requests must be made by a department representative trained to use VEMS by Space 
Reservations. All requests must be sponsored by a department or organization. Please note: In order for 
support services (Facilities/Custodial, Audio Visual, etc.) to properly coordinate setups and breakdowns 
for the numerous events taking place on campus, event times must be limited to between 9:00 AM and 
9:00 PM. 
 

mailto:chthomas@jjay.cuny.edu
mailto:cdantonio@jjay.cuny.edu
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a) Student Clubs & Organizations 
Prior to the beginning of each semester, student clubs must submit a calendar of events to the 
Center for Student Involvement and Leadership (CSIL). Representatives may contact CSIL at 
csilspacerequest@jjay.cuny.edu  to provide details of their requests for the upcoming semester. 
Once the calendar has been approved, the secretary of the club completes the following 
process: 

i. Step 1: Fill out a Student Events Space Request Form at the following link (insert link 
“c”). The application will be reviewed in 5-7 business days following which the club 
will receive an email detailing the request as submitted. 

ii. Step 2: The club secretary (along with other representatives if necessary) will need 
to make an appointment to attend an Events Planning Meeting (held twice a week) 
to review the request and get final details confirmed before final approval.  A 
planning meeting for an event can take place no later than 30 days before the event 
date. 

iii. Step 3: Following final approval, the student club meets with their Club Coordinator 
to assist in reserving space in VEMS. 

 
b) Faculty/staff seeking to host an event  

Faculty and staff seeking to host an event must first obtain approval from their department 
Chair, Dean or Vice President.  A departmental representative trained in VEMS must enter a 
reservation request no less than 15 business days before the event date. Caution: Do not 
advertise or pay speaker fees for your event until your space request has been confirmed. 

 
c) Faculty/staff seeking to book a conference  

Faculty and academic staff members looking to partner with an outside organization to host a 
conference at JJAY must first submit their request to the Office for the Advancement of 
Research (OAR). Once OAR approves the request, an Event Application form must be completed 
and reviewed prior to r final approval.  OAR will then determine what costs will be applied to the 
event should it be approved. 

 
d) Partnerships 

External organizations may seek to partner with JJAY in hosting their event. Rental rate 
reductions are available for qualifying partnerships but labor costs are always billed at 100%.  
Any partnership must align with the College’s mission and goals. A partnership must be 
submitted to a specific academic or administrative department for approval at the Vice 
President level. All requests for partnerships must be accompanied by written justification 
detailing the benefit to the College. The benefit value to the College should equal or surpass the 
value received by the cost reduction in rental rates. 
 
 

e) Sponsored Organizations 
A non-affiliated organization may be fully sponsored by a JJAY academic department or 
administrative office. The sponsoring department however must assume complete financial 
responsibility for the costs of the event and must also have a presence at the actual event. The 
ultimate decision on approving the event and requested space will lie with the President or his 
or her representative, after which fees will be assessed as appropriate. 

mailto:domendez@jjay.cuny.edu
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f) CUNY and External Clients 

CUNY and External Clients seeking to host an event should contact Space Reservations Manager, 
Cheryl D’antonio for assistance with their reservation application. She can be contacted 
at cdantonio@jjay.cuny.edu. 
 

2.1 Weekend Events  
Weekends are popular times for events and conferences – both internal and external – due to the 
lighter class load, reduced traffic and availability of space. However, events requesting space on 
weekends do impact staffing and resources required during weekdays and for that reason may not be 
approved.  If that proves to be the case a commitment from the hosting department or organization to 
cover the costs of weekend event support services may be required to gain approval.  
 

2.2 Final Examination Week  
In order to promote a beneficial study environment for our students, event and/or space requests may 
be denied during the final examination period. This period is defined as the end of regular classes 
through the end of the last final exam scheduled. Departmental meetings and other private end-of-
semester activities will be reviewed on a case-by-case basis. 

 
2.3 Custom Room Setups  
If your intended furniture setup does not fit one of the standards offered in VEMS, a detailed description 
(including a sketch of the layout) of what you’re requesting must be attached to the reservation in the 
system. Approval of a custom setup is subject to the logistics involved (setup and breakdown times, 
other events being scheduled using a standard setup in the same space, etc.). Blank diagrams of each 
event space can be found online: (insert link “d”). 
  

2.4 Signage, Marketing, and Promotion 
All event signage and marketing material must be approved by Space Reservations before going to print. 
This is to ensure that the information communicated is accurate and complete. Placement and 
installation of signage will be directed and supervised by Space Reservations. To protect wall and glass 
surfaces only blue painter’s tape is permitted. Event organizers are responsible for removing all signage 
immediately following the event and are responsible for any damage incurred. No publicizing of the 
event should take place before the application has received final approval. A draft of the event flier 
and/or promotional materials, if there are any, should be attached to the event application. All postings 
on campus should be limited to authorized areas. Printed materials (flyers, postcards, etc.), MUST be 
approved by Space Reservations prior to being distributed. 
 

2.5 Tabling  
Table space on campus requires regulation to ensure entrances, hallways, and various passageways 
remain unencumbered and compliant with building code and safety regulations.  Locations approved for 
table set-ups can be found in VEMS or by visiting the following link: (insert link “e”).  

2.6 Parking 
We regret that at this time there is no parking we can offer the public on campus. A list of public parking 
garages near JJAY is available at the following link: (insert link “f”). 

mailto:cdantonio@jjay.cuny.edu
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2.7 Special Rules for Special Spaces 
There are several open spaces on campus that require special approval before use (The Kroll Atrium, 
Hound Square, The Jay Walk, etc.) These spaces carry restrictions based on legal limitations relating to 
attendance, furniture setup, activity, potential noise disturbances, and other factors that need to be 
considered before approving reservations. Guidelines for booking special spaces can be found at the 
following link: (insert link “g”). 
 

2.8 Booking Conference Rooms & Classrooms/Lecture Halls  
The approval of use of conference rooms, classrooms and lecture halls is coordinated by several 
different groups around the College and each have a different workflow than booking other space. 
Because of this, access within VEMS to book these spaces is not open until approximately two weeks 
into each semester in order for academic and administrative departments (for conference rooms) and 
the Office of the Registrar (for classrooms and lecture halls) to put priority bookings in place before 
these spaces are made available for general use. Classrooms and lecture halls may only be reserved up 
until Reading Day each semester. Following that day, these spaces will be offline until after the last final 
exam has been completed. Conference rooms are available to book until the last day of each semester. 
 

2.9  Rental Activity & Rates  
Over the past few years the College has become host to a wide range of rental activity. This includes 
large conferences and conventions, theater productions, film and television production and more. This 
activity has proven to be a vital revenue stream for the College, especially in the current financial 
climate. There are several classifications for user groups and a tier of rental rates based on those 
classifications. Please visit the following link to review rental rates: (insert link “h”). 
 

3.0 Partnership Justification  
Any event organizer – internal or external – seeking a discount on rental rates must make such a request 
in writing with an explanation of the benefit to the College. The benefit to the College should correlate 
in value to the discount received and meet the following criteria: 
 

a) Activity must be related to the Department goals, vision, and curriculum. 
b) Activity must be planned, produced, and executed by a JJAY Department or faculty person(s). 
c) Activity must have the written approval from the Department’s Director and/or Chairperson. 

 
To avoid incurring negative costs for the College, all labor costs must be reimbursed in full. 
  
NOTE: Final approval for Partnership rates are by the President or VP of Finance and Administration. 
 

3.1 Bumping  
Once scheduled, event sponsors should feel secure in their reservations. Urgent needs may occasionally 
arise, however, requiring that an event be relocated or rescheduled. Bumping will never be undertaken 
lightly and may be authorized only by the President, the Provost, or the Vice President for Finance and 
Administration.  
 

3.2 Fire Safety 
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These guidelines are for all John Jay personnel as well as all outside contractors and visitors who handle 
or use solid fuel (Sterno) on John Jay property and are intended to provide precautions to prevent the 
ignition of combustible material and ensure the safety of all occupants which might result from misuse 
of solid fuel (Sterno). Please visit the following link for to access detailed Fire Safety information 
regarding the use of solid fuel (Sterno) on campus: (insert link “i”). 
 

3.3 Special Restrictions 
Helium balloons and confetti are not allowed on campus for fire and safety reasons. Anything taped to 
the walls can prove damaging to both painted and glass surfaces. The only tape allowed on campus for 
this purpose is painter’s tape which has low adhesive qualities which help to mitigate damage to wall 
and glass surfaces. Any damage to wall and/or glass surfaces will be the responsibility of the user group. 
  

3.4 Insurance  
JJAY requires all external and community groups, organizations, and individuals who are utilizing space 
at JJAY to provide insurance documentations. A complete list of insurance requirements is available 
online or by contacting space reservation manager Cheryl D’antonio at cdantonio@jjay.cuny.edu.  
Please visit the following link for additional insurance requirements: (insert link “j). 
 

3.5 Fire Guards 
Certain areas of the College are designated as Public Assembly Spaces. These specially designated spaces 
hold large numbers of people and are treated differently than non-designated spaces. Designated Public 
Assembly Spaces include the Gerald W. Lynch Theater and the gymnasium among others. 
  
To ensure the safety of people attending public events the New York City Department of Buildings in 
conjunction with the New York City Fire Department established a specially designated civilian title 
called Fire Guard. Fire Guards are certified by the New York City Fire Department and are required by 
law to be present at events taking place in Public Assembly Spaces. 
  
The primary function of a Fire Guard is to direct the evacuation of people from an area in the event of an 
emergency. The number and placement of the Fire Guards depend on the location and nature of the 
event and is determined by the Office of Public Safety. 
  

3.6 Frequently Asked Questions (FAQs) 
John Jay College launched its Virtual Event Management System (VEMS) in 2014 to assist event 
organizers and user groups in the reservation and scheduling of campus space. After 3 years of data 
collection and observing how the college community utilizes campus space for events, and following  
listening tours by President Travis, where space utilization was a frequent topic of discussion, a Space 
Utilization Task Force was assembled to address the need for better coordination on the utilization of 
college space for college purposes. Additional feedback was solicited from the John Jay community in 
preparation of these guidelines. To better serve the John Jay community in maximizing the highest and 
best use of college assets (as it pertains to both space and staffing) a list of Frequently Asked Questions 
was compiled to illuminate user groups and help explain the rationale behind the process. Please visit 
the following link to access FAQs about VEMS and reserving space on campus: (insert link “k”). 
 
Links to be provided prior to publishing this document include:  

a. Site Usage Fee (fee structure yet to be determined) 

mailto:cdantonio@jjay.cuny.edu
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b. Work Order Forms 
c. Student Event Space Reservation Form 
d. Custom Room Set-up Form 
e. Locations for Tabling  
f. Nearby Parking Garages 
g. Guidelines for Special Spaces (Jay Walk, ‘Hound Square, etc.) 
h. Rental Guidelines and Rates 
i. Fire Safety (Sterno) 
j. Insurance Requirements 
k. Frequently Asked Questions (FAQs) 
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