Process for Use of Tents and Canopies in Athletic Facilities
1. Customer provides size and number of tents, map of location (showing placement and layout within tent), and set up date a minimum of six weeks in advance to Athletics Facilities & Events Office (AF&E).
2. AF&E submits Tent Permit request to the FM Work Control Center a minimum of four (4) weeks prior to event including the following information:
a. Map of proposed set up location 

b. Number and size of tents

c. Date(s) of event 

d. Proposed install & take down date for tent

e. Certificate of Flammability for each respective tent
3. FM Work Control Center generates Tent Permit and provides AF&E for anything larger than 120 sq feet (10’x12’).
4. AF&E will ensure customer has the following displayed in the tent:

a. Tent permit

b. Fire Extinguisher

c. Exit Sign

5. If tent must be staked, see instructions for obtaining an Excavation Permit (below)

6. Customer/contractor may start work

Excavation Permit required (i.e. Tent needs to be staked)

1. If tent is to be staked, AF&E submits request for Excavation Permit to Engineering Utility Technician four (4) weeks prior to proposed set up (i.e. tent installation) and including the following:

a. Map of proposed set up location 

b. Date(s) of event 

c. Proposed install or set up date for tent
2. Engineering Utility Technician will generate Excavation Permit and provides original copy back to AF&E.

3.  Engineering Utility Technician marks JMU Utility lines prior to scheduled excavation approximately 1-3 days prior.
4. We provide to customer/contractor prior to start of work.

5. Customer must also contact Miss Utility and ticket number MUST be on file in the AF&E Office prior to start of work.

6. Customer/contractor may start work
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