Branch Center Office Space Allocation Application & Guidelines 2025-2026
I. Overview
The Branch Center is a community space dedicated to fostering diversity, inclusion, belonging, and engagement. The allocation of office space supports ASUM Recognized Student Organizations (RSOs) in achieving their missions while aligning with the Branch Center’s values.
Core Values:
· Learning – Encouraging growth, knowledge, and skill development.
· Leadership – Fostering student leadership and active engagement.
· Diversity – Creating an inclusive environment for all students.
· Fun – Promoting a welcoming, enjoyable atmosphere.
All space at the Branch Center is university-owned; therefore, final authority for the use and allocation of this space rests with the University Center. Student organizations receiving space must comply with the guidelines outlined in this agreement.

II. Office Space Allocation Process
A. Eligibility & Application
To qualify for space, student organizations must:
· Be a recognized ASUM Student Group.
· Demonstrate a commitment to diversity, inclusion, and engagement.
· Use the space for student engagement, programming, and organizational purposes.
· Submit a completed Branch Center Space Allocation Application by the deadline.
B. Review & Selection Process
Applications will be reviewed by the Director of the Branch Center, Branch Ambassadors and (2) additional University Center Staff members based on:
1. Student Success: How will space directly contribute to student development?
2. Mission Alignment: How does the organization’s mission align with the Branch Center?
3. Program Frequency: What activities and programs will occur in the space?
4. Maximizing Utilization: Will the space be actively used by multiple members?
5. Community Engagement: How will the organization engage the broader student body?
C. Allocation Decisions & Renewals
· Space is allocated on an annual basis, and groups must reapply each year.
· Groups requesting to stay in space over summer must specify in the application.
· Groups failing to meet expectations may lose space privileges.
· Shared space arrangements may be assigned at the discretion of the Branch Center.
· Storage Option: Current student groups that will not be reapplying for office space in the following academic year but are unable to remove their belongings by the end of the semester may request temporary summer storage. Groups approved for this option must retrieve their items during the first week of the Fall semester.
III. Space Usage Guidelines
A. General Expectations
It is a privilege to hold an office space in the Branch Center. For student groups to continue to hold an office space in the Branch Center, they must:
· Maintain a welcoming and inclusive environment.
· Post contact information and office hours visibly.
· Host at least one collaborative event per semester with the Branch Center.
· Attend bi-weekly Branch Leaders Meetings by sending at least a club representative (1).
· Utilize online communication platforms regarding Branch Center activities (i.e. Slack, etc.).
· Use the space for organizational purposes, not individual storage or personal workspace.
Office Hours Requirement:
· Individuals must commit to a minimum of 20 office hours per full 7-day week.
· For shared group spaces, each group is required to contribute at least 10 hours per week, resulting in a combined minimum of 20 hours split between the two groups.

B. Branch Meetings
Student groups within the space are expected and required to attend bi-weekly Branch Leader meetings. Groups must send a representative member to these meetings and report on behalf of their group. Groups who do not attend these meetings after a significant number of times will be subjected to further discussions regarding space allocation.
Agreements:
· Respect and agreeing to disagree in a respectful manner.
· Group representatives are required to attend Branch Leaders Meetings and be engaged in conversation per their agreement to have space within the center.
· During meetings, phones are put away to be respectful to those who are speaking.
· Giving space to vocalize opinions without interruption.
C. Space Maintenance & Conduct
· Keep the space clean and organized.
· No alcohol, drugs, or prohibited substances in the space.
· Return furniture and equipment to proper order after use.
· Report any damages or maintenance issues to Branch Center staff.
· Adhere to all UM policies and the Student Conduct Code.
· Common space furniture is not to be moved into any office.
· Overall Conduct in Space:
· We respect others and ourselves.
· Our goal is not to agree, but rather, to gain a deeper understanding.
· We do not tolerate hate speech, derogatory language/actions, or oppressive language/actions.
· We will work diligently to maintain the Branch Center’s mission and values.
· Our community space is vibrant, lively, and not noise-controlled.
D. Collaboration with the Branch Center
The Branch Center defines collaboration as a mutual partnership—not simply using space or requesting support. Student organizations are encouraged and expected to engage in meaningful collaboration with Branch Center staff and Ambassadors throughout the academic year.
Collaboration can include:
· Co-creating events, workshops, or community programs.
· Joint planning with Branch Center Ambassadors or staff.
· Shared leadership in student initiatives or community efforts.
· Programming that reflects shared values like inclusion, belonging, and engagement.
Collaboration does not include:
· Merely hosting events in the Branch Center.
· Requesting the Branch Center to sponsor or promote an event without co-planning.
· Asking for food or resources without mutual engagement.

E. Common Space Access & Resources
The Branch Center’s common spaces are available for use by all UM students, faculty, and staff. Features include:
· Lounge and study areas for meetings, activities, and student engagement.
· Computers, a printer/copier, and TV monitors available for student use.
· A kitchen area open to all UM students, staff, and faculty.
· Posting and bulletin board areas used for groups within the Branch Center and managed by Branch Center staff.
Additional Branch Resources Available:
· TV
· Please keep the TV at a respectful volume.
· Please turn the TV off once you are done and place equipment back.
· Popcorn
· If you would like to utilize the machine as a component of your program held within the Branch:
· Review and Sign the Popcorn Machine Usage Agreement.
· Those who do not comply with the following rules will forfeit their, and potentially all groups’, ability to utilize the machine.
· Branch Ambassadors
· If you are in need of any office supplies or have any questions, please check in with the Branch Ambassadors or the Director.
· For programming ideas and collaborations, the Branch Ambassadors and Staff are always available.

IV. Compliance & Accountability
Failure to adhere to the agreement may result in:
· Formal warnings from the Branch Center.
· Loss of space privileges.
· Disqualification from future space allocations.
· Referral to UM Student Conduct policies.



V. Application Process
A. Application Information
Deadline: Spring Semester, Last Week of April 
Notification: Selected organizations will be notified via email during the first week of May.
Move-In & Key Pickup: Groups awarded office space must pick up their keys from the UC Admin Office at the start of the Fall semester and complete their move-in during the first week of the Fall semester
Instructions:
· Complete all sections of this application.
· Submit the form to the Director of the Branch Center by the deadline.
· Incomplete applications will not be considered.
· Organizations may be invited for an interview as part of the selection process.
VI. Organization Information
Student Organization Name: _________________________________________________
Student Organization Email: ________________________________________________
Primary Contact Name: _____________________________________________________
Primary Contact Email: ____________________________________________________
Primary Contact Phone Number: _____________________________________________
Incoming Student Chair: ___________________________________________________
Incoming Student Chair Email: ______________________________________________
Advisor Name: ___________________________________________________________
Advisor’s Office/Department: _______________________________________________
Advisor’s Email: _________________________________________________________


VII. Office Space Request
Current Status (Check one):
☐ I am a student group that currently has office space and is reapplying for a space in the Branch Center.
☐ I am a student group that currently has an office space but will not be reapplying; however, we would like to request temporary summer storage before moving out. (If selected, please complete Section X: Storage Request.)
☐ I am a student group that does not have an office space and is applying for a space in the Branch Center for the first time.
For First-Time Applicants:
Does your organization currently have an office space elsewhere on campus?
☐ Yes (Please specify location: ________________)
☐ No
Shared Space Request:
Would your organization be willing to share an office space with another group?
If yes, please list any preferred organizations: ________________________________
If no, please explain why: ________________________________________________

VIII. Organization Mission & Alignment
How does your organization see itself collaborating with the Branch Center?
________________________________________________________________________
What is the mission of your student organization and how does it align with the Branch Center’s values?

How will having office space expand and support your mission?

How frequently will your organization use the space, and for what activities?

How will your organization engage the broader student body through this space?
IX. Program & Space Utilization History (For reapplying organizations only, please put "N/A" if not applicable)
How has your organization utilized the allocated space in the past academic year?

How many events has your organization hosted in the past academic year with the Branch Center? (Provide details on type, frequency, and student participation.)

Does your organization have equipment or furniture purchased with ASUM funding or provided by UM?
If yes, please list items: ___________________________________
Please upload a recent photo of your current office space (if applicable).
X. Storage Request (For Current Groups Not Reapplying)
Are you a current student group that is not reapplying for space but needs temporary storage over the summer before moving out?
· Yes ☐
· No ☐
If yes, please provide a brief explanation of your storage needs, including the type and quantity of items:
__________________________________________________________________________________________________________________________________________________________________
IX. Agreement & Signatures
By submitting this application, our organization acknowledges and agrees to the Branch Center Office Space Guidelines and policies.
· Recognized Student Organization (Print Name):
· Primary Contact Name (Print): Signature:
· Advisor Name (Print): Signature:
· Date:
