
Operating Policy and Procedures 

All groups using the facility are expected to understand and agree to the policies set forth 
in this document prior to the reserved date being confirmed. 

 

Hours of Operation  

Normal business hours for the Alex and Jeri Vereschagin Alumni House are Monday-
Friday form 8:30am to 5:00pm. Events may be held both during these business hours and 
outside these hours as follows: 

Events held before normal business hours: These events should be schedule to begin at 
7:30am or later, but may extend into the business day as required.  

Events held after normal business hours: These events should end by 11:00pm. 
Exceptions must have prior written approval of the Vereschagin facility coordinator. The 
event sponsor is responsible for ensuring that all events conclude no later than the time 
specified on the Facility Use Agreement. Additional charges will be incurred if an event 
runs beyond the time specified. 

VAH will be locked during all non-business hours except from one-half hour prior to a 
scheduled function until the conclusion of that scheduled function. Arrangements for 
earlier access to the facility will be made when the scheduled/reservation is confirmed. 

Scheduling 

The VAH Event Coordinator, in accordance with facility policy, will schedule all events 
held in the VAH. Room assignments will be made at the time of scheduling based on the 
date requested for the event, the number of guests expected, and the type of function 

 

 

Facility Use Agreement  

All non-university events must complete a facility usage form. The form and the 
appropriate insurance must be provided in order for space in the Alumni House to be 
officially confirmed. See attached form. 

 

Deposits 



25% is due at the time of booking, with the balance due one week prior to the event. 
If damage occurs during an event, all charges associated with repairing the damage will 
be billed to the Client. A minimum charge of $100 will be levied in all cases of damage. 
Visa, MasterCard, American Express, Discover and personal checks are accepted 
methods of payment. Final balances will be billed after the event. 
 
 
Catering  (I need to add this) 
 
Alcohol 
Alcohol is permitted with prior approval.  For all events where alcohol is served a valid 
liquor license is required.  A $100. alcohol service fee will be charged and will be paid in 
addition to the facility use fee. This fee allows the serving of alcohol during the 
scheduled event. This fee does not cover the client’s costs for servers or for the beverages 
themselves.  The serving of alcohol on the Alumni House premises will comply with the 
policies of the University of the Pacific, and all city, county and state laws governing 
alcoholic beverages.   
 
 
Cancellation: 

You may cancel your event up to (5) business days prior to the scheduled time of the 
event at no charge. Events cancelled with less than (5) business days’ notice will be billed 
for costs incurred, up to 100% of the total bill. Special cases will be handled on a case-
by-case basis. 

	  


