
 

 

Facility Usage Guidelines 

 
1. Event bookings are considered tentative until a signed Facility Usage Agreement is received.   

2. The SVTDC reserves the right to alter space assignments as necessary.   

3. The facility is open from 8:00 a.m. until 5:00 p.m. Monday- Friday.  Access to the facility 

outside these times must be arranged in advance. 

4. Catering options are available. Caterers must check in at the information desk prior to unloading. 

If additional tables are needed, a request must be submitted one week in advance. An 18% 

service charge will be included in your final bill if the SVTDC makes arrangements for 

catering/refreshments for your event. 

5. Audio/Visual equipment is available, please submit request at least one week in advance. 

6. Technical assistance is available and should be requested at least one week in advance.  Basic 

technical assistance is provided to those who rent the center’s equipment. Additional technical 

assistance is $35 per hour. 

7. If a client wishes to use own equipment and assistance is needed, a $35.00 per hour minimum 

technical service charge will be assessed.   

8. Damages to the facility are the responsibility of the organization hosting the event to the extent 

caused by the acts or omission of the organization’s agents or employees. 

9. Please do not display materials on the walls. Please request flip chart holders to display posters, 

charts, etc. 

10. Exit doors must stay clear of equipment at all times. 

11. The SVTDC is a tobacco/alcohol free facility. 

12. Only service animals are allowed in the building. 

13. Only power strips with power surges are to be used in the facility. 

14. Rooms should be left clean and orderly.  Plastic bags are available at the Information Desk for 

excessive trash. 

15. Furnishings must be returned to their original configuration. 

16. If cancellation is necessary, please do so one week in advance. 

17. Meetings and events not cancelled in advance may result in a penalty.   

18. Failure to return the Guidelines Agreement does not automatically cancel an event. 

 

I hereby agree to abide by the guidelines outlined in the Southwest Virginia Technology Development 

Center Facility Usage Agreement.  I accept responsibility for charges incurred by my organization/event. 
 

Organization ____________________________ Name of Event _______________________________ 

Date of Event ___________________________ Contact On-Site _______________________________ 

Telephone (on-site contact) __________________________ 
 

____________________________________________/__________  ____________________________ 

Signature                Date            Printed Name 

            _____________________________________________________/__________ 

Shannon Blevins       Date 

Director, Southwest Virginia Technology Development Center 
 

 

Return to Southwest Virginia Technology Development Center 

PO Box 2556 / Lebanon, Virginia 24266 

Questions? Call us at 276.889.8180 

Revised: 12/08/2008 

 



       IT/Technical Services Request Form 
  Last Revised:  7/1/2008 

Purpose: 
The purpose of this form is to provide staff with an understanding of the Information Technology and technical needs of clients 
utilizing the Southwest Virginia Technology Development Center.  In order to serve clients better, it is imperative for us to have an 
understanding of any IT or technical services or requests you may have.  Please complete and submit this worksheet as soon as 
possible for your event.  Staff requires a minimum of 7 days notice for any IT or technical services request.  Many IT and technical 
resources are complex and may require extended preparation time.  Failure to submit this form in a timely manner may lead to 
delays or the inability for services or resources to be available.  
 
This form should be submitted even if you DO NOT plan to utilize any IT or technical resource. 
 
Date of Planned Event:  ________________  Start Time: ____________  End Time: ____________ 
(if this is a recurring or multiday event, please state any additional days, start/end times in the comments) 
 
______  I will NOT need any IT or technical resources for my planned event.  (Sign below and return) 
______  I WILL need IT or technical resources for my planned event.  (Complete, sign, and return) 
 

Please check off the IT or technical resources you need below.   
Please note that fees may apply for particular resources. 

 
Internet/Network Access: 
_____Wired Access   •   _____Wireless Access 
Audio/Visual Needs: 
_____ LCD Projector   •   _____ Laptop Computer   •   _____DVD Player   •   _____VCR   
_____ Wireless Presentation Remote   •   _____Podium w/microphone 
Resource Needs: 
_____Computer Lab 1 (15 computers)   •   _____Computer Lab 2 (10 computers)   •   _____Software Installation (please note in 
comments)   _____Distance Education/Video Conferencing Room   •    _____Telephone (regular)   •   _____Polycom Conferencing 
Telephone   •    _____IT Technician Presence (beyond normal/basic setup---MUST be scheduled in advance) 
Comments:  If you have checked any of the above, please describe in as much detail as possible for what 
purposes you will be utilizing the requested IT and technical resources.  Also, please note any special needs you 
may have. 
 
 
 
 
 
 
 
 
 
 
 
 
Signature: ______________________________________                         Date: _____________________________ 
 
Phone: ___________________________   E-Mail Address: _________________________________________________________ 
  



       SVTDC Computer/Electronic Resources Access Policy 
  Last Revised:  2/18/2010 

 

General Rules & Regulations 
 The Southwest Virginia Technology Development Center (SVTDC) provides access to computer workstations, wireless 

network access, printers, and other electronic resources as a service to the community and its clients in the furtherance of 
its education, business, and training objectives. 

 A “user” is any person or entity that utilizes the computer and electronic resources owned or controlled by SVTDC. 

 Users may not use SVTDC electronic resources to conduct illegal acts, download pornographic or obscene content, violate 
copyrights, or licensing agreements.    

 Users shall report any equipment defects to SVTDC staff for the appropriate follow-up. 

 Users or their organizations may be held financially responsible and liable for damage to any SVTDC equipment. 

 SVTDC will not be liable for any coincidental or incidental damage users may incur by connecting their equipment to the 
SVTDC network. 

 SVTDC may revoke or deny any individual or group access to electronic resources within its control for any reason or cause 
if it is determined that such access poses a security risk, is detrimental to the mission and purpose of the Center, is abusive, 
or is in violation of other governing applicable law or policy. 

 

SVTDC Owned Computers/Printers Regulations 
 Users MAY NOT MODIFY or change computer lab configurations, such as rearranging furniture or workstations, without 

prior consultation with SVTDC staff. 

 Users MAY NOT INSTALL or UNINSTALL software configurations on SVTDC owned computers without prior consultation of 
SVTDC staff. 

 Users should save any personal files to an external media source (floppy disk, USB drive, etc.) as SVTDC computers are 
routinely “wiped” of personal data files. 

 Users may make use of SVTDC owned printers (if provided access by prior arrangement) in a sensible and cost effective 
way.  SVTDC may require a reasonable charge for printer/paper usage to offset the costs of printing supplies. 

 
Wireless Network Access Regulations 

 As a convenience to users, SVTDC does provide access to unsecured wireless Internet access.  Wireless access points 
(WAPs) are placed throughout the building in strategic locations to allow sufficient coverage. 

 Users should be aware that wireless network access is provided in an UNSECURE/UNENCRYPTED method and that data 
could possibly be intercepted and recorded by third parties.   

 Users are strongly advised to have current antivirus and firewall software installed on their machines prior to connecting to 
any network.   

 Corporate or personal Virtual Private Network (VPN) connections should be used by users when available for added 
security. 

 
SVTDC as an organization under the control of the University of Virginia (UVa) and The University of Virginia’s College at Wise (UVa-
Wise), is subject to additional policies governing computer and electronic access to University owned or controlled equipment to the 
extent in which they may apply.  Nothing in this document is designed to supersede or modify any duly adopted policy of the 
Commonwealth of Virginia, UVa, or UVa-Wise when conflict exists.  A directory of UVa polices is available online at:  
http://www.virginia.edu/uvapolicies/    
 

Your continued usage of SVTDC computer and electronic resources constitutes 
your acceptance and agreement to abide by these policies and procedures.   

Questions or comments should be addressed to SVTDC staff. 
 
 

http://www.virginia.edu/uvapolicies/



