Item 24

Travis County Commissioners Court Agenda Request

Meeting Date: May 21, 2013

Prepared By/Phone Number: John Carr, 854-4772

Dept. Head: Roger El Khoury, M.S., P.E., Director, FMD, 854-4579
County Executive: Leslie Browder, Planning and Budget, 854-9106
Sponsoring Court Members: County Judge Samuel T. Biscoe

AGENDA LANGUAGE:
Consider and take appropriate action on use of 700 Lavaca Building
Conference and Meeting Rooms to include:

A. Use by County departments or 700 Lavaca tenants;
B. Use by private citizens or groups for non-County purposes; and
C. Approval of fees and general guidelines for use of spaces.

BACKGROUND/SUMMARY OF REQUEST:

The 700 Lavaca Building has eight conference and meeting room (C&MR)
spaces that are available for use, excluding the Commissioners Courtroom.
These spaces are described in Attachment One, which includes a summary
of the seating capacity and amenities for each space. At the current time,
these spaces may be reserved for use by County departments or 700
Lavaca tenants by contacting the building property management company,
Sentinel Lavaca Management Corporation (Sentinel). 700 Lavaca tenants
are only authorized to use Room 1.108, which is the conference room by the
escalators. Sentinel offices are located in Suite 900 and spaces can be
reserved for use via email to Melissa at streckfus@sentinelcorp.com. There
are no fees associated with use of these C&MR spaces for official County
functions or by tenants during normal business hours. These C&MR spaces
are reserved on a first-come, first-served basis. The Commissioners
Courtroom is not included as a space available for use by County
departments or tenants, unless specifically authorized by the Commissioners
Court.

The multi-function spaces at the first floor could be made available for use by
public groups or private citizens when not required by County departments.
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Reservations for such use could be managed by Sentinel once the
~ guidelines and fees for use by public groups or private citizens have been
adopted and approved by the Commissioners Court.

Proposed guidelines address what type of group or function would be
permitted to reserve and use the C&MR spaces and the fees required to
offset the costs for the use and any restrictions on use. The Facilities
Management Department has coordinated with Sentinel and proposes the
following guidelines;

Use of the C&MR spaces by public groups or private citizens would be
limited to uses that are not deemed appropriate for being held in a
public building. For example, groups advocating positions of violence
or illegal activities would not be allowed.

Governmental or quasi-governmental agencies/groups appear to be
appropriate to be authorized to use C&MR spaces on an as available
basis.

Approved use of spaces during normal business hours would be at no
cost for the use of the room with priority given to County departments.

Food and drinks are authorized; however, C&MR spaces must be left
in same condition as prior to the meeting.

The Commissioners Courtroom would not be available for use by any
public groups or private citizens or governmental agencies unless
specifically approved by the Commissioners Court. Attachment Three
is the City of Austin’s policy for use of City Hall and is provided for
Court review of the City's policies for non-City use of Council
Chambers and the room used for Council worksessions.

Approved use of spaces/rooms after normal business hours (after 6
PM) or on weekends would be at a cost of $200 (flat fee) to cover
chiller, electrical and custodial costs. For reference, in Attachment
Two, is the Facilities Reservation Request form from Harris County.
Their fees for after-hours events are similar to what is proposed for 700
Lavaca. Harris County charges a flat fee of $100 for utilities, $75 for
janitorial and an hourly charge of $13.75 for security. Payments for
rental fees would be made to Sentinel and deposited in the 700 Lavaca



Building operating account.

o The flat fee above does not cover the costs for media services if these
services are required. Groups needing media services for their
meeting or event would need to coordinate directly with Travis County
TV to determine support needed and related costs.

¢ Limited parking for non-County sponsored events is available at the
attached 700 Lavaca parking garage at $1.50 per 20 minutes or a
maximum daily rate of $11.00. After 8 PM or on weekends, $5.00 cash
for the auto-cashier is required to exit the garage. Metered street
parking is available around 700 Lavaca. Paid meter hours have a 3-
hour maximum from 8:00 AM to 6:00 PM on Mondays through
Wednesday, 8:00 AM to midnight on Thursdays and Fridays, and
11:00 AM to midnight on Saturdays. Street parking is free on Sundays
and outside the stated hours above.

STAFF RECOMMENDATIONS:

Facilities Management Department recommends the Commissioners Court
approve the proposed guidelines for use of 700 Lavaca Building Conference
and Meeting Rooms as outlined or as modified by the Commissioners Court.

ISSUES AND OPPORTUNITIES:

There are many public and private groups that could make use of the 700
Lavaca Building Conference and Meeting Rooms when these spaces are not
required for County use. Approval of guidelines for the use of these C&MR
spaces would allow the property manager, Sentinel, to properly manage the
use of these assets.

FISCAL IMPACT AND SOURCE OF FUNDING:
Revenue: Depends on the frequency of usage of the 700 Lavaca Building
Conference and Meeting Room spaces.

ATTACHMENTS/EXHIBITS:

1. 700 Lavaca Conference and Meeting Rooms

2. Harris County Facility Reservation Request Form

3. City of Austin — Guidelines for Non-City Use of City Hall

REQUIRED AUTHORIZATIONS:
John Hille, Assistant County Attorney, 854-9415



Sentinel Real Estate 700 Lavaca Street

Corporation Suite 500
Austin, TX 78701
512-708-0700
Fax: $12-708-0712
Semincl*
700 Lavaca Conference and Meeting Rooms ynps

County Phones: Dial 8 first - no long distance (unfess they have a County code)

Food and drink are aflowed. Users must leave the conference and meeting rooms in the condition they
were found.

Picoase email reservation requests to Melissg ot streckfus@sentinelcorp.com

Arst Floor

Multi-Function Spaces: (these rooms may be combingd- 90 totel choirs)
A-Room 1.114: 12 chairs- Wi-F|, projector & screen - o phone
8-Room 1.113: 44 chairs + 8 side chairs— Wi-F, projector & screen - No phone
C-Room 1.112: 26 chairs— Wi-Fi, projector & screen — No phone

TC Medio Contact for projectors: Al Jackson, gl.jackson@co.travis. br. us
Room 2.108: Private Yenant Conference Room by Escalators
11 chairs + 7 side chairs - Phone, Wi-Fi, projector screen (no projector)

| Second Roor ~ County Department Usa Only

Room 2.316: 12 chairs + 8 side chalrs — Phone, Wi-Fi, no projector
Room 2.119: 14 chairs + 6 side chairs -~ Phone, Wi-R, no projector
Barbara Jordan Room 2.109: 11 chairs + 6 side chairs - Wi-Fl, No phone or prejector

rﬁm-mwmm

Boom #1507- fenter Suite 1505 at lobby — conference room on the left)
10 chalrs — Wi-fi — No phone or projector



Please type or print clearly {black or blue ink).

Date:

Contact Name: Phone:
Address:

Sponsored by (Dept): Emaii:

Event:
Event Date(s):
Duration of Event: to (include set-up and clean-up time)
Number of guests:
Location(s) Requesting:

The following fees are applied if reservatlons are for after hours events.
Utilities Fee - $100/meeting/room
Security Fee - $13.75/hour/facllity/person
Janitorial Fee - $75.00/meeting/room

I have read the Harris County Bullding Regulations and have executed the Release and Indemnity Waiver and will comply
as directed.

Users' Signature Date

Please submit this form along with your payment and the Release and Indemnity Waiver to:
Harris County Facilities & Property Management
Customer Service
1310 Prairie, Suite 140
Housten, TX 77002

*For parking related issues, please contact Mary Edwards at 713-755-5091 or Mary.Edwards@f{pm.hctx.net.
*Acceptable forms of payments: MC, VISA, AMEX, Cashier's Check, Corparate Check and Money Order.

For more information, please cantact FPM's Cuslomer Service or visit us at www.hclpm.net.

EorOffica Use Only
Date Request Received WT#
Date Requestor Contacted Notes
Fees
ttilities. BT
Security.

Janitorial Fee

N M

Total

Office 713.755.2255 | Fax 713.755.4705 | Email CustSve@ftpm.hctx.net
1310 Prairie, Suite 140 Houston, Texas 77002

= Allachment Tia



AU S T 1 N C I T ¥ H A
(Updated February 2, 2012)
GUIDELINES FOR NON-CITY USE

WELCOME!

City Hall is a pubilic building used primarily for City business and related activities. Visitors are
welcome to come to City Hall during normai business hours to view the building and the art
displayed in it as long as they do not disrupt staff meetings or other City business being
conducted.

BUILDING USE

City Hall is a public building to be used for public purposes. Under limited circumstances, the
building may be reserved for training, receptions, or other events that have a public purpose. The
plaza, mezzanine and amphitheater areas, and the media room may be reserved by the general
public for uses having a public purpose, including public service announcements, press releases,
protests, and cultural events that are open to the public. On Tuesdays during regular business
hours, the council chambers and board and commission room may also be reserved for such
uses having a public purpose. However, these areas should remain open to the general public
during these activities. A reservation is required for non-city use of areas inside the City Hall
building, and for the amphitheater and mezzanine.

The council chamber, board and commission room, atrium and certain balcony areas may be
available for use by a private group for an event serving a public purpose. Cily Hall may not be
used for purely personal or private events, including weddings.

Sponsorship by a council member is required for any non-City event, except for an event held in a
“free speech” area designated in this policy. However, these activities may not interfere with the
normal business of City Hall and are subject to the use policies and procedures contained in
these guidelines.

Any reservation may be preempted by use of the room or area for City business.

Room or area Occupancy load

Atrium (lobby)

836 people, including total
building occupancy; maximum 20
tables allowed in atrium.

1101 - Board and Commission 70 people
1001 Chamber 250 people
1034 News Media Room 35 people

COUNCIL MEMBER SPONSORSHIP

Except for use of the plaza, mezzanine, and amphitheater areas, the media room, and council
chambers and the board and commission room on Tuesdays during regular business hours, an

Page 1of 7

REV 2212

A TTRCHMEN T JArREs

(aTT-3)



event sponsor must obtain sponsorship from the mayor or a council member or approval from the
city manager to initiate the reservation process for use of City Hall. A sponsorship form is
available from the building manager or, in the case of the media room, from the Public
Information Office (see corresponding table).

RESERVATIONS

To make a reservation to use City Hall for a non-city purpose, the event organizer must:
+ Designate one person from your organization to be your contact and decision-maker.

¢ Obtain written council member sponsorship on the form provided by Building Services.

» Conlact Building Services by email at building.services(@austintexas.qgov to determine
avallability and to reserve your requested date. Your date will be confirmed through an
Outlook meeting notice or e-mail.

Except for the media room, board and commission room and council chambers, an individual or
group may not reserve space at City Hall more than once every 60 days. An individual or group
may not reserve the media room more than once every 30 days. Council chambers and the
board and commission room may not be reserved more than once every two months (see
corresponding table).

SCHEDULING

Except for the media room, board and commission room or council chambers, an event at City
Hall must be scheduled not less than two weeks or more than 90 days in advance. The media
room, board and commission room and chambers may not be scheduled less than 48 hours or
more than 30 days in advance. The building manager may grant exceplions to the advanced
scheduling requirement at his or her discretion (see corresponding table).

MEDIA ROOM USE

The media room is available to make public announcements between 8:00 a.m. and 5:00 p.m. on
weekdays on a first-come first-served reservation basis. Itis not available as a meeting facility or
on weekends.

The City's media equipment is not available for public use. The podium and microphone may be
used to make public announcements. Channel 6 media coverage will not be provided for any
private use of the media room.

Any special equipment or materials brought into the room must be removed at the end of the
reservation period. City staff may also prohibit the use of material or equipment that may cause
damage to the building.

Use of the media room may be scheduled through the Public Information Office on a form
approved by the department.

Food and drink are not allowed in the media room during private use.

PLAZA, MEZZANINE, AND AMPHITHEATER USE

The following areas of City Hall are designated as free speech areas, provided that such usage
does not unreasonably interfere with City business: (1) the plaza area at street leve! on the south
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side of City Hall; (2) the amphitheater area (concrete riser steps) on the socutheast comer of City
Hall; and (3) the mezzanine area at the top of the amphitheater. Within these areas the public
may engage in First Amendment protected activity, subject to the following regulations that are
tended bprotectpubllc health, safety and welfare, and provide for the orderly conduct of City
business:

o For safely reasons, including safe entry and exit from the building, events and
demonstrations may not be held in the following areas:

* The front of the south entrance batween the stairs to the parking garage and the
amphitheater, including the rock walls surrounding the stairs to the parking garage.

s The area directly in front of the east side doors to the Boards and Commissions
meeting room.

= The exterior east side stairway.

=)

| Area Occupancy load
Mezzanine no maximum load
Plaza no maximum load

The plaza, mezzanine, and amphitheater areas may not be used for non-City business before
6:00 a.m. or after 10:00 p.m. This time imitation does not apply to an event that occcurs while a
public meeting of the City Council or a board or commission is ongoing in City Hall.

The plaza, mezzanine or amphitheater area may be closed at other times if Bullding Services
determines that closure Is required for inspection, maintanance or cleaning. A person may not
interfere with Inspection, maintenance or cleaning of the property.

Sleeping, camping, and use or storage of sleeping equipment are prohibited on the plaza,
mezzanine, and amphitheater areas at all times. Leaving unattended personal property on the
plaza, mezzanine, and amphitheater areas is prohibited at all times. A person may not erecta
structure or tent on these areas without prior written approval of Bullding Services.

The plaza area may also be reserved for non-City usage in accordance with the procedures in
these guidelines. Any such reserved usage for an event will teke precedence over a non-
reserved use.

COUNCIL CHAMBERS AND BOARD AND COMMISSION ROOM

On Tuesdays during regular business hours, council chambsrs and the board and commission
room may be reserved by the public for any public use, including use as a free speech venus.
Sponsorship by the mayor or a councll member or approval from the city manager is not required
for such events.

The board and commission room and council chambers are available between 8:00 a.m. and
5:00 p.m. on Tuesdays for use by the public on a first-come first-served reservation basis. These
rooms are not available on weekends.
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The City's media equipment is not available for public use. Podiums and microphones may be
used.dt; make public announcements. Channel 6 media coverage will not be provided for any
non-city use.

Any special equipment or materials brought into the board and commission room or council
chambers must be removed at the end of the reservation pericd. City staff may also prohibit the
use of material or equipment that may cause damage to the building.

Food and drink are not allowed In either council chambers or the board and commission room
during non-city use.

BALCONIES

City Hall has three baiconies overiocking Lady Bird Lake, one overfocking 2™ Street and one on
Lavaca Strest The mezzanine balcony is open to the public and may be reached by the outside
elevators or the exterior Lavaca Street stairs. Access to the 2™ and 3" floor balconies may be
restricted to staff and Invited visitors of the Mayor and Councll, and City management.

The 2™ Street “stinger” balcony, located on the third floor is open to employees and the public
during regular business hours. Balcony life-safety occupancy capacily is as follows:

| Area Occupancy load
| 2% fioor balcony 49 people _
3" ficor baicony 49 people
4™ ficor balcony not rated; not considered an
assembly area
Stinger not rated; not considered an
gssembly area
EVENT ORGANIZER'’S RESPONSIBILITIES
The event organlzer is responsible for:

« Ensuring that all cutside service vendors meet the City's (iability insurance requirements.

o Providing necessary audio-visual equipment and services, including podium, microphone,
comptiter presentations, and scund equipment for ive music presentations.

¢ Scheduling and meeting all deliveries and pick-ups. Deliveries may be made only on the
day of the event. Equipment pickup must occur the day of the event.

e Confirming final schedule and arrangement through the building manager, including a
mandatory pre-event walk-through.

e Making arrangements with a caterer or other private vendor for delivery and pick up of
any tables and chairs needed. City-owned dollies, carts, or other equipment for loading
and unloading are not available for private use.

o Building cleanup and removing event-related trash must cccur on the day of the event by
the event organizer. City Hall dumpsters may not be used for event trash.

INSURANCE

The event sponsor and a vendor providing focd, beverages or equipment, including tables and
chairs, must submit proof of appropriate insurance to the building manager not less than two days
prior to the event.
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ADDITIONAL RESTRICTIONS

The following additional restrictions apply to use of City Hall for privately sponsored events:
o Caterer cooking stations are not aflowed in City Hall.
o Evant setup and teardown are prohibited between 8:00 a.m. and 5:00 p.m.

o The loading dock is restricted to loading and unioading only. The loading doeck and
surrounding area may not be used to store event-related materials.

o Elevators may not be used to transport tables, chairs and equipment o the mezzanine or
baiconies.

ALCOHOL USE

The use of alcohol in City Hall is allowed after normal business hours for functions with a public
purpose. Personal or private consumption of alcohol in City Hall or on the grounds is prohibited.

Alcohol can only be served In accordance with bullding use guidelines at a public function.
Alcohol served at a function with 20 or more attendees must be supplied by a licensed caterer
with appropriate liquor legal Rabiliity insurance. A function with fewer than 20 attendees is not
required to use a licensed caterer to serve alcohol. However, if a caterer is used to serve alcahol,
that caterer must provide proof of liquor legal lability.

The event planner must provide the building manager with proof of liquor legal Fability insurance
not less than two days before the date of the event. {f proof of insurance is not provided, the
buliding manager may prohibit alcohol consumption at the event.

AMPLIFICATION

City audio-video equipment Is not available for private use. Amplified speech or music Iis not
pemmitted in the building before 6:00 p.m. or after 10:00 p.m. Musicians providing live music must
provide their own amplification systems. Cords and cables must be visibly secured and approved
for safety by the building manager.

DECORATIONS

o Use of glitter, confetti, streamers, or candles is prohibited in City Hall.

o Balloons or other inflatable items that could rise to the atrium ceiling are not allowed inside
the building.

o Banners and event-related hanging items must be hung by Cily personnel and may only be
displayed if the bullding manager has given prior approval.

o Decorations that cannot be hung safely or without causing damage to City Hall are prohibited.

POLITICAL CAMPAIGNS

With the exception of those locations designated as free speech venues, City Hall may not be
used for political campalgn-related funcions ar events. Clty resources or equipment may not be
used for election campalgning. No one may make a contribuion fo a candidate or officeholdsr in
City Hall. A candidate or officeholder may not sclicit or accept a contribution In Clty Hall.

PUBLIC PURPOSE DETERMINATION

o Factors considered in determining whether an event serves a public purpose includs:
o Is the organizer an individual or a group?
o [s the group a profit or non-profit organization?
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How long as the organization been active in the community?

What is the demonstrable bensfit to community accomptished by the
organization?

How meny cltizens are served by the organization?

What is the community benefit performed by the event?

How many people will benefit from or enjoy the event?

What services will be provided by the organization through the event and how do
those services benefit the public?

Will the event honor the cultural diversity of the City’s citizens?

Is the event an annual event or a singls occurrence?

PUBLIC INFORMATION

An information desk, 974-2668, staffed by Security, is located in the atrium. Security staff will
help direct visitors to meeting areas and destinations.

SECURITY

Security is on-site from 7 a.m. until midnight Monday through Friday and 8:00 a.m. to 4:00 p.m.
on Saturdays and Sundays. Security may be reached at 974-2668. See Security in the atrium for
an after-hours escort to the parking garage.

SMOKING

Smoking is prohibited in City Hall, including stairwells, parking garage, all balconies and terraces
and within 15 feet of building entrances.

VISITORS
Visitors to City Hall will be screened upon entry. .
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Summary Tables

Reserve once every:

60 Days | 30 Days
Media Room X
Chamber and Board & Commission
(Tue 8am — Spm) X
Plaza, Amphitheater and Mezzanine X
Chamber and Board & Commission X
(Non free speech times)
Atrium X

Sponsorship required

Yes No
Media Room X
Chamber and Board & Commission X
(Tue 8am — S5pm)
Plaza, Amphitheater and Mezzanine X
Chamber and Board & Commission X
| (Non free speech times)
Afrium
Window for
reservation

Media Room

48 hours | 30days

8am — Spm)

Chamber and Board & Commission (Tue

48 hours | 30days

Plaza, Amphitheater and Mezzanine

48 hours 90 days

Chamber and Board & Commission (Non

free speech times) 2 weeks 90 days
Atrium 2weeks | 90days
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