University of California, Berkeley – Moving & Event Services


2024 Commencement Information

Moving & Event Services is here to assist the campus with commencement arrangements.

We provide equipment rentals, delivery, set up and tear down service, labor to move materials, event planning consultation and facilitation.
How to Order

To place your order, simply send a completed 2024 Commencement Order Form via e-mail to:

moving@berkeley.edu
Important Information Regarding the 2024 Commencement Order Form

· All contact information must be completed – including alternate contact information
· Orders can not be processed without a valid chart string
· Use one form for both ceremony and reception (please provide timing for both even if you only need support for one.)
· Double check your order to ensure you include all the information for each event
· Include diagrams for ceremony & reception – layouts are available for some locations
· Additional administrative fees apply charged for orders without diagrams
Due Dates
All orders should be submitted as soon as possible & at least 15 business days before the event.
Orders submitted within 15 business days of event are subject to additional costs.
You will be notified by e-mail once your order has been received.

You will receive a detailed confirmation within 4 business days of receiving your order.

Changes to Orders
Please make changes as early as possible – we cannot guarantee that we will be able to accommodate changes. There is a minimum $22.75 charge each time changes are made to an order once it is placed with our office.  Changes received within 4 business days of the event are unlikely to be accommodated due to the high volume of orders during commencement season.
Order Sharing

Many departments share materials and services to save money
Please note that for shared rentals additional administrative time applies for billing multiple chart strings
Liability

You are responsible for any loss, theft or damage to items rented.  In case of loss or damage the department will be charged for the replacement cost for the lost or damaged items.
Rentals and Labor Scheduling
Rental Fees
Rental fees vary based on availability as we work with internal products and subrentals from numerous companies. For the best pricing, please submit your order as early as possible.

Labor Fee
Labor can be provided to help move supplies to and from the event sites and the rates vary depending on the dates and times you need assistance. Please contact us early for an estimated cost of assistance with moving your supplies, regalia and other items for your events.
Administrative fees
Moving Services is funded by recharge and we must bill for all of our time.  Current recharge rates are $91.00/hour.  Each order (ceremonies and receptions count as separate orders unless they are in the same location & delivery is at the same time) will be billed a minimum of one hour for administration – which includes processing, scheduling and billing.  After the first hour you will be charged $91.00 per hour, in quarter hour increments.
After hour assistance during commencement is billed at $136.5/hour. Weekend assistance during commencement is billed at $182/hour. If the assistance is required due to an error on the part of Moving Services or our teams, no charges will apply.
State Buildings (SB820)
Setup & tear down of existing furniture in state buildings must be completed by UCB employees. 
When required, Moving & Event Services will obtain exceptions if an in-house crew cannot be coordinated to perform covered services work.
Please contact us if you have any questions about how SB820 will affect your event.
2024 Commencements Order Form

Please print or type information clearly

	Department Name

	

	Onsite Contact Information

	Primary Contact Name
	Cell Phone*
	E-mail

	
	
	

	Secondary Contact Name
	Cell Phone*
	E-mail

	
	
	

	*Cell Phone Required for at least one contact

	Chart string

Order can not be processed without a valid chart string

	BU
	Account
	FUND
	ORG
	PROGRAM
	Chartfield 1
	Chartfield 2

	
	
	
	
	
	
	

	Reception Information

	Date
	Location
	Event Start Time
	Event End Time

	
	
	
	

	Ceremony Information

	Date
	Location
	Event Start Time
	Event End Time

	
	
	
	


	Department:
	
	Contact Name:
	

	Reception Order

	Delivery Date
	Delivery Time

	
	
	AM / PM

	Delivery Only

dropped in single location
	
	Delivery and Set-up

Diagram Required
	

	Pick-up Date
	Pick-up Time

	
	
	AM / PM

	Pick-up Only

picked-up from single location
	
	Pick-up and Tear Down
Diagram Required
	

	Pickup location (if different from delivery location)

	

	Item Name
	Description
	Comment (If Needed)
	Quantity
	Color/Style

	Chairs

	Basic Folding
	Black
	
	
	

	Padded Resin (wood look)
	White or Black
	
	
	

	Tables

	6’ x 30”
	Seats 6 – 8
	
	
	

	8’ x 30”
	Seats 8 – 10
	
	
	

	5’ round
	Seats 8 – 10 
	
	
	

	36” Standing Cocktail Round
	
	
	
	

	Podiums

	Standing Podium
	Gray
	
	
	

	Stanchions

	Standard (with chain)
	Plastic – White or Black
	
	
	

	Tension
	Black 
	
	
	

	Miscellaneous

	Flags (with bases)
	California or U.S.A.
	
	
	

	Coat Rack
	Holds up to 75 coats
	
	
	

	Hangers
	
	
	
	

	Other Items (includes labor): Canopies, Barriers & Stages are priced individually – describe your needs & you will be contacted with pricing

	

	Table Covers

(Other sizes & colors available upon request)

	Linen, 60”x120”
	6’ or 8’ table; Mid-Length
	
	
	

	Linen, 120” Round
	5’ round or cocktail table; Floor length
	
	
	

	Other Table Covers: Please describe what you would like & you will be contacted to discuss details

	


	Department:
	
	Contact Name:
	

	Reception Set-up

Diagram & Instructions

	Set-up Date
	Set-up Complete by:

	
	
	AM / PM

	
	Set-up Instructions

	
	

	Diagram

	


	Department:
	
	Contact Name:
	


	Ceremony Order

	Delivery Date
	Delivery Time

	
	
	AM / PM

	Delivery Only

dropped in single location
	
	Delivery and Set-up

Diagram Required
	

	Pick-up Date
	Pick-up Time

	
	
	AM / PM

	Pick-up Only

picked-up from single location
	
	Pick-up and Tear Down
Diagram Required
	

	Pickup location (if different from delivery location)

	

	Item Name
	Description
	Comment (If Needed)
	Quantity
	Color/Style

	Chairs

	Basic Folding
	Black, Brown or White
	
	
	

	Padded Wood
	White or Black
	
	
	

	Tables

	6’ x 30”
	Seats 6 – 8
	
	
	

	8’ x 30”
	Seats 8 – 10
	
	
	

	5’ round
	Seats 8 – 10
	
	
	

	36” Standing Cocktail Round
	
	
	
	

	Podiums

	Standing Podium
	Brown
	
	
	

	Stanchions

	Standard (with chain)
	Plastic – White or Black
	
	
	

	Tension
	Black 
	
	
	

	Miscellaneous

	Flags (with bases)
	California or U.S.A.
	
	
	

	Coat Rack
	Holds up to 75 coats
	
	
	

	Hangers
	
	
	
	

	Other Items (includes Labor): Canopies, Barriers & Stages are priced individually – describe your needs & you will be contacted with pricing

	

	Table Covers

(Other sizes & colors available upon request)

	Linen, 60”x120”
	6’ or 8’ table; Mid-Length
	
	
	

	Linen, 120” Round
	5’ round or cocktail table; Floor length
	
	
	

	Other Table Covers: Please describe what you would like & you will be contacted to discuss details

	


	Department:
	
	Contact Name:
	

	Ceremony Set-up

Diagram & Instructions

	Set-up Date
	Set-up Complete by:

	
	
	AM / PM

	
	Set-up Instructions

	
	

	Diagram

	


San Francisco

















Memorial Stadium





San Francisco

















Memorial Stadium
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