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ACEOP ADMINISTRATIVE OFFICE
CONFERENCE ROOM POLICY

The West Virginia State University Research and Development Corporation welcomes the use of its ACEOP Administrative Building meeting facilities in order to enrich our community by providing unlimited opportunities for information, education and recreational needs.

Meeting Room Priority and Scheduling
Please be advised that R&D Corporation meetings have priority. When scheduling conflicts exist, priority will be given to the R&D Corporation and then state and community agencies. If a conflict still exists, preference will be on a first come first serve basis. The authorized designee can grant usage of another conference room in the facilities if applicable.

Permission to use the ACEOP Administrative Building’s conference rooms does not imply endorsement of the organization or approval of the program contents by the WVSU R&D Corporation.

Frequency of Use

Each organization is eligible to use the facilities limitless during the fiscal year (July 1 – June 30)

Rooms Available for Use

Upstairs Conference Room – The upstairs conference room is to be used for face-to-face interviews and small group meetings. Seating is limited to maximum 8 occupants. 

Downstairs Conference Room – The downstairs conference room is to be used for Skype interviews, large groups with a maximum 12 occupants, and for groups that need more technology based purposes.

Hours of use

The conference rooms are available for meetings Monday through Friday between the hours of 9:00 a.m. to 11:30 a.m. and 2:00 p.m. to 4:00 p.m. This schedule must allow for adequate time for set up and clean up within the Office of Business and Finances’ regular office house and lunch times. Please do not request to have time extended. [Please note: the facility is not available evenings, weekends and holidays.]

Room Reservation

The Corporation’s Office of Business and Finance will confirm reservation upon receiving the request. When submitting your request, please provide an approximate number of attendees for the designated event. ALL ATTENDEES MUST SIGN A SIGN-IN SHEET UPON ENTERING THE FACILITY. Reservations will be accepted on a first-come, first serve basis. The Associate Vice President of Business and Finance for Research and Public Service reserves the right to reassign your group to a different conference room, if the number of attendees is changed dramatically.

Reservation Cancellation
Room cancellation is required no less than three working days prior to the event date. Failure to notify the Office of Business and Finance at 304-204-4306 may prevent your group from future use. The Office of Business and Finance reserves the right to withdraw its offer of conference room usage should an internal need supersede it. Should this situation arise, we will make every attempt to accommodate your group as best as we can.

Food and Beverages

Food and Beverages are not allowed in any of the conference rooms.

Audio-Visual

The ACEOP Admin Conference Rooms provide limited audio-visual equipment. Please discuss your needs when booking conference space.

Technology Policy for use of Conference Rooms

If your presentation or meeting requires a laptop or LCD projector, you must schedule a time to test the equipment prior to your event date. It is not the position of the Business and Finance employees to stop what they are doing to diagnose and repair technical difficulties. If, in the event, the technology breaks or stops working, please notify the receptionist of the problem and we will provide assistance as soon as possible.

Ethical Standards

The Corporation presumes that all groups hosting events at the ACEOP Administrative Building will uphold high ethical standards without regard to race, color, religion, sex, age, national origin or disability.

Smoke-Free Building

The ACEOP Administrative Building located at 4015 Fairlawn Ave, Dunbar, WV 25064 is a smoke-free environment. Event attendees desiring to smoke should be directed outside to the trashcan located at the southwest corner of the parking lot.

Special Accommodations

The basement door of the ACEOP Administrative Building, at no time, should be used to gain admittance to the building or downstairs conference room. All visitors MUST enter the building from the 1st floor. Special Accommodations will be given to individuals with wheel chairs or physical restrictions.

Reservation Procedures

Contact the Office of Business and Finance at 304-204-4306 to discuss your event and to check room availability. It is recommended that each host make an appointment to view the conference room most suited to their meeting needs, and to discuss usage policies and logistics to ensure that your meeting and the facility are a good match. 
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