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Texas A&M University Residence Life Reservation Policy & Procedures 

The Department of Residence Life is committed to providing accessible, well-maintained 
meeting and event spaces that support the academic, social, and operational needs of the Texas 
A&M community. This policy outlines the procedures, eligibility requirements, and expectations 
for reserving Residence Life-managed facilities. By establishing clear guidelines, we aim to 
ensure fair access, promote responsible use, and maintain a welcoming environment for all users. 

 Event Space Location  
Location Room Number Maximum Capacity 
Northside Hullabaloo 105 75 

Hullabaloo 117 Half Room:150 
Full Room: 300 

Hullabaloo 131 25 
Southside Commons 109 180 

West Campus White Creek Community Center 116 Half Room: 36 
Full Room: 72 

 Meeting Space Location  
Location Room Number Maximum Capacity 
Northside Hullabaloo 103 20 

Hullabaloo 111 8 
Southside Commons 108 18 

Commons 110 Half Room:8 
Full Room: 16 

Commons 112 10 
Student Service Building 

(SSB) 
Community Conference Room 316.3 

(Reslife Staff Only) 
10 

 

Non-Reservable Spaces 
SAO Conference Room – The Commons  

White Creek Community Center Meeting Room  
CAO Leadership Conference Room – SSB 316.5 

Quilt Room – SSB  
 

Contact Information 
Operations & Events Office Office Support Staff M-F (8am-5pm) 

(979) 458-6770 
Hullabaloo Hall  
Office 106 

Reservation & Events Coordinator Alexes Green-Robertson 
(979) 458-9728 
events@housing.tamu.edu 

On-Call Line On-Call Student Coordinator (During Events 
& Meetings) 
(979) 219-0795 

 

  

mailto:events@housing.tamu.edu
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Reservations Submission Guidelines 

1.Reservation Eligibility 

 Department of Residence Life (DRL) staff conducting official University business 

 DRL Student Organizations 

 Texas A&M University (TAMU) departments conducting official University business 

 TAMU recognized Student Organizations 

 Camps and Conferences 

 Students living in on-campus housing (only eligible to request meeting spaces) 

Reservations requests must be submitted by and for individuals or groups who meet eligibility 
requirements. The designated on-site point of contact, who may also be the person making the 
reservation, must be present for the entire duration of the event. Reservations made on behalf of 
ineligible parties are not permitted. Additionally, Texas A&M University (TAMU) departments 
and Department of Residence Life (DRL) camps or conferences are required to provide a valid 
billing account number at the time of reservation request. 

2. Facility Hours & Closures 

 Hours of operation vary by facility and may limit event start/end times. 

 Overnight events (12 AM–8 AM) are not permitted. 

 All facilities are closed during university holidays and official closures. Exceptions may 
be granted at the discretion of the Residence Life Executive Director or designee.  

3.Submission & Confirmation Timeline 

 Submit reservation requests at least 10 days in advance. 

 Replies including confirmations will be sent within three business days. While the 
Residence Life Events Office reserves up to three (3) business days to process reservation 
requests, we make every effort to respond on the same business day, depending on 
request volume. 

 Requests submitted after the 10-day window will still be accepted but are subject to 
staffing and space availability. Please note that all reservation requests are not final until a 
final confirmation is received. These requests must be submitted through the standard 
reservation form, and users should keep in mind that the three-business-day response 
window still applies. If a request is submitted 48 hours or less before the event request, it 
must follow the Last-Minute Reservation protocol. 



4 | P a g e  
 

4. Reservation requests made within two days of an event are available to all eligible users, 
depending on space and staffing availability. These are handled on a first-come, first-served basis 
and are offered “as is,” meaning layout configurations and setup support may be limited. On-call 
staff may not be available during these times, so users are encouraged to plan accordingly. Users 
must call the Operations & Events Office directly at (979) 458-6770 during business hours 
(Monday–Friday). If approved, further instructions will be provided on a case-by-case basis. 

5. All reservation transfers or swaps between parties must be coordinated through and approved 
by the Residence Life Events Coordinator. Unauthorized changes may result in the suspension of 
reservation privileges. For staff members who fail to comply with reservation policies, their 
supervisor or advisor will be notified. 

Tiered Reservation Submission System 

Tier Who Qualifies Booking Window Examples 

Tier 1 DRL Annual Events 30-day priority from 
Reservation Window 
Open 

Move-In, Aggieland Saturday, 
RA Selection, RA training, 
Department meetings 

Tier 2 DRL Department 
Meetings, Area-
Specific 
Programming 

60-day priority from 
Reservation Window 
Open 

Hullabaloo U, SI Sessions, 
Reslife Department Orgs, 
Reslife Department Business 
 

Tier 3 Open to all eligible 
users 
 

90-days post 
reservation window 
opening  

Open to all eligible users 

First Come-First Serve 

 

1. Fall Reservations Open: May 1st  

 Fall is defined as Monday before classes begin through the last day of university business 
for the calendar year. 

2. Spring Reservations Open: November 1st  

 Spring: First day of university business through the Sunday after spring commencement. 

3. Summer Reservation Open: March 1st 
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 Summer: Monday following spring commencement through the Sunday before fall 
classes begin. 

4. Tier 1 has exclusive access for the first 30 days of each seasonal window. During this priority 
period, Tier 1 groups may make reservation requests for event spaces for up to one (1) full 
academic year. (May 1–30 / November 1–30) 

5. Tier 2 may begin submitting reservations only after Tier 1’s window closes. (June 1–30 / 
December 1–30) 

6. Tier 3 may submit reservations only after both Tier 1 and Tier 2 windows have closed. (June 
31 / January 1) 

If you're unsure which tier your event falls under, please reach out to the Reservation and Events 
Coordinator for guidance. 

7. Area-Specific Priority 

To support operational efficiency and ensure access for recurring departmental needs, DRL area 
offices may reserve meeting spaces located within their designated residential areas with priority 
(e.g., Commons meeting rooms for the South Area Office). 

 These reservations may be made as soon as the calendar opens, even if they are outside 
the public booking window. 

 Priority is granted for recurring meetings, area-specific programming, and operational 
use. 

 These reservations must be clearly marked as area-specific and recurring use and are 
subject to review to ensure fair access across DRL. Users are expected to indicate this by 
including the designation in both the reservation title and the reservation comments. 

Reservation Charges and Penalties 

Group Event Room Rate 

*Please see link to rates below* 

Additional Charges 

DRL Staff & DRL 
Student Organizations 

Waived Full Price for additional cleaning, 
damage, damaged equipment 
repair/replacement 

TAMU Departments 
& Stakeholders 

Full Rate Full Price for additional cleaning, 
damage, damaged equipment 
repair/replacement 
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Group Meeting Room Rate 

*Please see link to rates below* 

Other Charges 

Students living in On-
Campus Housing 

Waived Full Price for additional cleaning, 
damage, damaged equipment 
repair/replacement 

DRL Staff & DRL 
Student Organizations 

Waived Full Price for additional cleaning, 
damage, damaged equipment 
repair/replacement 

TAMU Departments Full rate All charges apply 

 

1. Charges & Billing 

 Event planners will receive a reservation confirmation along with an estimated invoice 
that outlines any associated costs at the time their request is approved. 

 A final invoice will be emailed within three business days after the meeting, including 
any additional charges for cleaning, damage, or staff support. 

 Please view all rates online: https://reslife.tamu.edu/guests/events/ 

2. Cancellations & Penalties 

 Approved and confirmed reservations must be cancelled at least three business days in 
advance to avoid charges. 

 Late cancellations will result in billing for the fully estimated facility use charges. 

Users with three or more late cancellations or no-shows will have their supervisor or advisor 
notified. 

General Reservation Policy 

1. Residence Life reserves the right to suggest modifications to your event’s start time, end 
time, date, or location. These adjustments are usually suggested to optimize space usage and 
ensure operational efficiency. 

2. During your consultation, we’ll discuss set-up and tear-down times to help your event run 
smoothly. Please note that we may suggest adjustments to your event’s start or end time to 
ensure everything fits well within the facility’s schedule. 

https://reslife.tamu.edu/guests/events/
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3. Events must be conducted in a manner that does not disrupt residential communities. Sound 
levels must remain reasonable. Residence Life staff may request adjustments to volume or 
event activities to maintain a respectful environment. 

4. Pre-Event Planning 

 Non-DRL Staff may not enter the room while DRL staff are cleaning or setting up. 

 Events expecting 250 or more attendees must reserve Texas A&M University Police 
Department (UPD) support. One Police Officer is required for every 250 guests, and all 
associated costs are the responsibility of the event organizer. 

 Groups are responsible for damage caused by moving equipment after setup. 

5. Parking is not included; attendees must arrange parking via TAMU Transportation Services. 
View more information online: https://transport.tamu.edu/Parking/visitor.aspx 

6. Texas A&M University is a smoke-free campus, which includes the use of vapes, hookahs, 
and all other smoking devices. If an event guest wishes to serve alcohol, they must coordinate 
with the reservation coordinator in advance to ensure full compliance with university policies. 
This includes requirements related to security arrangements and law enforcement presence. 

7. All Texas A&M University rules and policies apply during use of DRL facilities. 

8. On rare occasions the Executive Director of Residence Life may cancel reservations if needed 
for department operations. If that happens, the events Coordinator or designee will work with 
you to find a new plan. 

Event Planning Guidelines 

1. Residence Life does not provide extension cords.  
2. Temporary signage is permitted outside the entrance of event spaces, but it must not block 

doorways, exits, walkways, or disrupt the flow of foot traffic. All signage should be placed in 
a way that ensures safety and remains accessible to all guests. 

3.  Decorating & Supplies 
 The use of duct tape, gaffing tape, nails, and tacks is prohibited on walls. To hang 

decorations on walls, please use painter’s tape or poster putty. 
4. Catering 

 Catering kitchens are available when reserving Hullabaloo 117 or 117A, Commons 109, 
and White Creek Community Center 116. If you plan to use a kitchen, please indicate this 
in your reservation request so appropriate arrangements can be made. For details about 
amenities and space usage, visit https://reslife.tamu.edu/guests/events/. 

 Groups may use any caterer, not limited to TAMU Dining. 

https://transport.tamu.edu/Parking/visitor.aspx
https://reslife.tamu.edu/guests/events/


8 | P a g e  
 

 All deliveries must be received during your reservation window. A group representative 
must meet the caterer; DRL will not sign for deliveries. 

 Groups are responsible for cleaning up all food and drink items, including packaging and 
related waste. This includes removing or breaking down boxes and disposing of 
containers. Cleaning charges may apply if the space is not returned to its original 
condition. 

 All food and serving items must be removed by the reservation end time.  

5. Audio-Visual Equipment 

 All Residence Life event spaces are equipped with a podium and a standard computer 
system compatible with Texas A&M University NetID login credentials. Each system 
includes Microsoft Office software. If your event requires additional software or 
specialized functionality, please notify the Residence Life Events Coordinator at the time 
of your reservation request. In some cases, you may be required to provide your own 
laptop to meet specific technical needs 

 Certain spaces also offer online streaming capabilities (e.g., for hybrid meetings or 
webinars). Please indicate in your reservation request if you would like to use this feature 
so that appropriate arrangements can be made. 

 You can find a full overview of Event & Meeting Space Amenities online by visiting: 
https://reslife.tamu.edu/guests/events/ 

 

https://reslife.tamu.edu/guests/events/

