Campus Life Center Spaces – Room Reservation FAQ
Campus Life welcomes Registered Student Organizations (RSO), individual students, and LSU departments to use meeting and event spaces within the African American Cultural Center (AACC) and Women’s Center. 

How do I reserve a room in one of the Centers?
Reservations by Registered Student Organizations (RSO) & LSU Departments
For an RSO or LSU department to request an event in TigerLink as outlined below, they must have a TigerLink account associated with the RSO or department. 
1. Login to TigerLink
2. Click Events in the top navigation
3. Click Create an Event as shown below[image: ]
 
4.  Wait for approval. 
Your reservation is not confirmed until your TigerLink event has been reviewed and approved and you receive confirmation from Campus Life.
Please do not advertise the Center as your confirmed event location until your reservation has been approved.
Reservations by the General Student Body (non-RSOs)
Reservations can be requested by emailing campuslife@lsu.edu. If you represent a Registered Student Organization or LSU Department, you must submit using the TigerLink process described above.

How far in advance should I submit my request?
Requests should be submitted at least two weeks before your meeting or event.
Submitting early gives Campus Life time to review your request, confirm availability, and coordinate any necessary arrangements.

Does submitting my event request in TigerLink or by email mean the room is reserved?
No. Submitting your event is a request for the space.
Your reservation is not confirmed until your request  has been reviewed and approved and you receive confirmation from Campus Life.
Please do not advertise the Center as your confirmed event location until your reservation has been approved.

What happens after my event is approved?
Once your event and room request are approved, a Campus Life staff member will contact you to confirm the:
· Date
· Start and end time
· Room/location
· Expected attendance
· Requested room setup
Once these details are confirmed, a calendar invitation will be sent to the appropriate organization contact.

Can I reserve a room for a recurring meeting?
Yes. Be sure to include all requested dates when submitting your initial request. 
Recurring reservations are subject to space availability and the University's operating schedule. Centers will not be available when LSU is officially closed or during applicable University holidays.


Can I reserve a Center for an event after normal business hours?
After-hours requests may be considered, but approval is based on space and staffing availability.
Submitting an after-hours request does not guarantee that the Center will be available. Campus Life will confirm whether the requested time can be accommodated.

What are the regular hours for the Centers?
African American Cultural Center (AACC)
Monday–Friday: 9:00 a.m.–5:00 p.m.
Women’s Center
Monday, Tuesday, Thursday & Friday: 9:00 a.m.–5:00 p.m.
Wednesday: 9:00 a.m.–8:00 p.m.
Requests outside of these hours require additional review.

Can an LSU student organization reserve a room on behalf of an outside organization?
No. Student organizations should not submit a reservation on behalf of an outside organization or third party.
If an outside organization is interested in using a Center, they should contact Campus Life directly so the request can be reviewed through the appropriate University process.

Can departments or other LSU groups use the Centers?
Yes. LSU departments and other University-affiliated groups may inquire about space availability. Please contact Campus Life for assistance with the appropriate reservation process.

Are there fees to reserve a room?
There is currently no standard room rental fee for registered student organizations using the Centers for approved meetings and events. However, organizations may be responsible for costs associated with special arrangements, staffing, equipment, damages, or other event-specific needs, when applicable.

Can we rearrange the furniture?
Room setup requests should be provided to Campus Life in advance.
Organizations should not move furniture or equipment between rooms or make significant changes to a space without approval. At the conclusion of the event, the room should be left in the condition in which it was found.

Can we have food at our event?
Food requests should be included in your TigerLink event submission. Depending on the type of event, additional University requirements or approvals may apply.
Please do not make final food arrangements until your event has received the necessary approvals.

What if we need to cancel or change our reservation?
Please notify Campus Life as soon as possible if your organization no longer needs the space or if the date, time, attendance, or event details change.
Changes may require additional review and are subject to space availability.

Who do I contact if I have questions?
For questions about reserving space in the AACC or Women’s Center, contact:
LSU Campus Life
campuslife@lsu.edu
Remember: Your reservation begins with a request. Submit your event, select the appropriate Center as the location, and wait for confirmation from Campus Life before considering the room reserved.
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