Sunday, March 29, 2026
12:00 pm —4:00 pm
CULTURE Davies Student Center, UW-Eau Claire
. J

CultureFest brings our community together in celebration of culture. Student and community groups

proudly share their culture and history with the Eau Claire community. The event is sponsored by the

Center for International Education at UW-Eau Claire. We look forward to working with you to put on a
wonderful event! This planning packet contains important information and forms to be completed.

All Forms Due: Friday, March 6, 2026

[] Form A: Event Application: Description Return all forms to:
of Activities

Center for International Education
[1 Form B: Materials & National Flags Schofield Hall 003

UW-Eau Claire
[J Form C: Room/Area Set-Up Request

or Email: culturefest@uwec.edu

] Form D: Main Stage Performance
Request

[1 Form E: Blugold Dining Services
Request

QUESTIONS?

Contact the CultureFest Team

Email: culturefest@uwec.edu
Phone: 715-836-4411
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IMPORTANT DATES AND TIMES

Forms Due Date: Friday, March 6, 2026

Appointments with Chris Henricks (Event Services):
Email: henricca@uwec.edu Phone: 715-836-2033
*ALL groups are required to email Chris to discuss Form C and room set-up needs

Appointments with Leah Greenwood (Dining Services):

Email: catering@uwec.edu Phone: 715-836-4033
*ALL groups are required to email Leah to discuss Form E IF food will be served.

Saturday, March 28

11:00 am - 6:00 pm UW-Eau Claire Kitchen Available
Appointments are required to use the Kitchen. Contact
catering@uwec.edu to reserve a time to use the Kitchen.

6:00 pm - 8:00 pm Room/Area Set-Up in Davies Center
ALL Groups must check-in during this time (if setting-up)
Check-In Location: Little Niagara, Room 211, Davies Center
Supplies and Flags available for pick-up

Sunday, March 29: CultureFest

8:00 am Davies Center Opens

8:00am -11:00 am UW-Eau Claire Kitchen available by appointment only
11:00 am All groups must have their room finalized for the event
12:00 - 4:00 pm CultureFest Event

4:00 pm - 5:00 pm End of Event/Clean-Up

Groups must clean up their room/area and check out before
leaving. Groups will be charged by custodial services if their area
is not clean.

Return supplies and flags to Little Niagara, Room 211

Groups must be out of the Davies Center by 6:00 pm
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4 CultureFest 2026 )

FORM A:
EVENT APPLICATION: DESCRIPTION OF ACTIVITIES
DUE: Friday, March 6, by 4:00 pm
SUBMIT TO: Center for International Education, Schofield Hall 3
\ or email: culturefest@uwec.edu )

Group Name/Country:

Number of Participants in Your Group (Do not leave blank):
Primary Contact Person’s Information:

Name:

E-mail:

Phone:

Description of Activities
Please list activities you plan for your space (dances, performances, games, music, etc).

If your group wants to share a room/area with another participating group, please indicate the
other group (we cannot make guarantees):

Will your group be selling food? Yes No
Will your group be selling cultural items? Yes No
Will your group borrow national flag(s) from the CIE? Yes No

(If yes, please fill out Form B)

Will your group provide us with social media content? Yes No

(Your group would create a promotional video or graphic that would be posted on our CultureFest social media
accounts to promote your group.)

What organization or group will be supported by profits earned from sales?*

*Profits cannot be for personal gains. Groups are not allowed to ask for donations from visitors.



4 CultureFest 2026

FORM B:

REQUEST: MATERIALS & NATIONAL FLAGS

DUE: Friday, March 6 by 4:00 pm
SUBMIT TO: Center for International Education, Schofield Hall 003
or email: culturefest@uwec.edu

_/

Country/Group Name (Please Print):

Primary Contact Person’s Information:
Name:

E-mail:

Phone:

Materials:
The Center for International Education will provide certain materials for your group:

e Colored paper slips for attenders to practice writing in different
languages

e Stamp to mark attender passports

e 2 Tri-Fold poster boards (up to 2)

None of these materials are mandatory to use but are encouraged. If you do not plan to

use these materials, please write ‘0’.

Color of Bookmarks:

Number of Tri-fold poster boards (up to 2 provided):

*You may pick these up from the Center for International Education

Note: There are arts and crafts materials available to student organizations in the
University Activities Commission (Davies 220)

National Flags: On the back of this form are national flags that are available for your
organizations use. Please circle the flags you would like to borrow.



National Flags: Flags are 4 feet by 6 feet (1.2m by 1.8m), come with stands, and cannot be removed
from the poles. Flags and flag stands must be picked up during set-up of event from a CultureFest staff
member from the Little Niagara Room (211) of Davies Center. Flags and flag stands must be returned to
CIE as you received them (rolled and folded).

Please circle or highlight the national flag(s) you would like to borrow:

Albania
Algeria
Argentina
Australia
Austria
Azerbaijan
Bahamas
Bahrain
Bangladesh
Belarus
Belgium
Bolivia
Bosnia and Herzegovina
Brazil
Bulgaria
Cambodia
Cameroon (2)
Canada
Catalonia
Chad

Chile
China
Costa Rica
Colombia
Congo
Croatia
Cyprus
Czech Republic
Denmark
Egypt

El Salvador
England
Estonia
Ethiopia
Finland
France
Gambia
Germany
Ghana
Greece
Guatemala

Guinea
Guyana
Haiti

Hong Kong
Hungary
Iceland
India
Indonesia
Ireland
Israel

Italy
Jamaica
Japan
Jordan
Kazakhstan
Kenya
Kosovo
Laos

Latvia (2)
Lebanon
Liberia
Lithuania
Luxembourg
Macedonia
Malawi
Malaysia
Mexico
Minnesota
Moldova
Mongolia
Montenegro
Morocco (2)
Mozambique
Myanmar
Nepal
Nicaragua (2)
Nigeria
Norway
Oman
Pakistan
Panama

Peru
Philippines
Poland
Puerto Rico
Qatar
Romania
Russia

Saudi Arabia
Scotland
Serbia
Singapore
Slovakia
Slovenia
South Africa
South Korea
Spain

Sri Lanka
Sudan
Sweden
Switzerland
Syria
Taiwan (2)
Tajikistan
Tanzania
Thailand (2)
The Netherlands
Tunisia
Turkey
Uganda
United Arab Emirates
United Kingdom
United Nations (UN)
Uruguay
USA
Uzbekistan
Venezuela
Vietnam (2)
Wales
Wisconsin
Yemen
Zambia
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FORM C:
ROOM/AREA SET-UP REQUEST
DUE: Friday, March 6, by 4:00 pm
SUBMIT TO: Center for International Education, Schofield Hall 3
or email: culturefest@uwec.edu

\_ J

Email Chris Henricks (henricca@uwec.edu) at Event Services to discuss your room needs.

Country/Group Name (Please Print):

Room/Area Assigned (See map attached):

Contact Person’s Name (Please Print):

Phone: Email:
Will your group be serving food? O Yes O No
Will your group be using audio/visual equipment? L1 Yes 1 No

Below is a list of the equipment you may use from Event Services in your room. Please put the
number of tables, chairs, etc. that you plan to use on the spaces below.

Please let Chris Henricks (henricca@uwec.edu) know if you need more than one microphone,
background music, and projection for performances in your room.

Equipment: AV Equipment:

183 cm (6 foot) rectangular table Sound/Speakers

153 cm (5 foot) round table Screen

61 cm diameter (2 foot) round Projector

table Chairs Laptop/Computer
Easels (limited availability) Microphones (Number)
Sign Standards (limited availability) Bringing own laptop

Please bring a flash-drive or email if you have a Presentation or PowerPoint! 7
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VERY HELPFUL: Please use the space below to draw the arrangement of your room/area.

Arrangement of your Room/Area




4 )

DAVIES CENTER ROOM & EQUIPMENT REQUEST

INFORMATION SHEET:
QUESTIONS?
Contact Chris Henricks, Event Services
henricca@uwec.edu, 715-836-2033, Davies Center 240

\ _/

Reserving Equipment — Groups must submit Form C to reserve tables, chairs, and ALL other
equipment. Equipment requests cannot be made on the Saturday or Sunday before the event.
Please be considerate of other groups’ equipment needs, and do not reserve equipment that
you will not use.

Tables and Chairs — Tables and chairs will be placed in your room as requested on your forms by
the Davies Center setup crew. You may rearrange the room. Additional tables of various sizes
may be available. Please do not take additional tables or chairs from Davies without contacting
the Davies Center setup crew first. The phone number is 715-450-2260.

Sound Systems — All microphones/audio visual equipment will be set up on Sunday morning.
When your system is set up, please test it to make sure it is working properly or contact the
audio/visual staff person to show you how to properly use the equipment. If the equipment
breaks, it will be your group’s responsibility to pay for the repair or replacement. Event Services
staff will remove the equipment following the event.

Decorations/Displays - Only Blue Painter's tape should be used to hang items on walls.
Do NOT use nails, tacks, scotch tape or duct tape to hang items on the walls, curtains, screens
or windows. Do not remove or deface permanent articles in rooms (i.e. clocks, screens,
curtains). If you are using permanent markers or paints as part of your program, please make
sure that you cover the tabletop with paper or plastic to protect the surface.

Please do not move furniture or take plants, lamps, or other items without asking the building
manager first. You may not attach crepe paper, ribbons, pifiatas, or any other decorations to the
chandeliers.




Food Preparation - Davies Center has floor carpets in many of the rooms, so we request that you
please take proper care in the preparation and serving of food. Make sure that you contact Eau
Claire City-County Health Department for instructions.

regarding the storage and proper food temperatures; failure to do so could possibly result in the
Health Department canceling our event for the remainder of the day.

Electrical Needs - Since many different types of cooking and audio-visual equipment will be
used, there is a possibility of shorting the circuits — please do your best to avoid overloading the
same circuits. It is possible that we may have to readjust your room setup to meet your needs.

Heavy Duty Extension Cords/ Power Strips — We are unable to supply them for this event, so
please bring them from your homes.

Safety — It is very important that we maintain a safe event. Please be alert to the placement of
cooking areas, extension cords, etc. This is important to avoid the fire alarms being activated,
and/or guests being burned or someone tripping over your display/cords. Candles and incense
must be approved before they can be used in the various rooms — contact Event Services for
permissions.

Alcoholic beverages are NOT allowed at CultureFest.

Event Production Crew are present throughout the setups, actual event, and take down. They
will wear black "CREW" t-shirts and carry radios. If you need any type of assistance or have
guestions, please go to the Campus Information Desk and ask them to meet you in your room; or
contact CIE staff or interns. They will have access to a radio.

Setting-up — Your rooms have been reserved from 6:00 pm — 8:00 pm on Saturday night for your
group to start setting up (except the featured presentations). Event Production Crew can lock
your room when you leave — this will not be unlocked again by anyone until you request it on
Sunday morning.

Tearing-down — You must remove all of your items from all areas on Sunday night by 5:00 pm
(this includes all posters/tape from walls, decorations you no longer want, etc.). You must pick up
all litter and debris, as well as wipe off all tables and chairs. Cleaning supplies and vacuums will
be available in the hallway of the Ojibwe Ballroom by the 3" Floor Bathrooms around 4:00pm.
You are not required to reset the rooms in any special fashion.

10
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FORM D:

MAIN STAGE PERFORMANCE REQUEST (Performing Groups ONLY)
DUE: Friday, March 6, by 4:00 pm

SUBMIT TO: Center for International Education, Schofield Hall 3
or email: culturefest@uwec.edu

\

/

*This form is ONLY for performances on our main stage on the 1st Floor of the Davies Center.
You do not need to complete this form if your group is only performing in your room.

Email Tyler Edmondson (edmondtm@uwec.edu) at Event Services to discuss your

performance needs.

Country/Group Name (Please Print):

Contact Person’s Name (Please Print):

Phone: Email:

How many performers will be on stage at once?

How many performances/songs will your group have?

How long is the performance(s)?

Titles of each performance?

Will your group be using audio/visual equipment? Yes

Will your group need hands-free microphone(s)? Yes

How many microphones will your group need at once?

No

No

*If you need to play music for your performance, please either email a music file or save the music on a
thumb drive and submit to Tyler Edmondson at the same time with this Form. Please make sure this

music is ready to play, we are not responsible to provide music for you.

*Note: There will be a changing room provided. Please let us know if you will need one.

12
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FORM E:

BLUGOLD DINING SERVICES REQUEST
DUE: Friday, March 6, by 4:00 pm
SUBMIT TO: Center for International Education, Schofield Hall 3 or
\ email: culturefest@uwec.edu )

Email Leah Greenwood (catering@uwec.edu) at Blugold Dining Services to discuss your food plans
and needs.

Country/Group Name:

Contact Person’s Name:
Phone: Email:

NEW FOR CULTUREFEST 2026, per the Eau Claire County Health Department:
ALL food, including ingredients, sold or served by your group must be must be purchased
through or approved by UWEC Dining Services.

ALL food that will be prepared for CultureFest must be prepared using UWEC Dining
kitchen equipment in the Davies Center. No pre-made food will be allowed at CultureFest.

We understand that all ingredients and food orders must be Confirm
purchased through or approved by UWEC Dining Services

We understand that all food must be prepared on-site at the UWEC Confirm
Davies Center and will contact UWEC Dining Services to set up a time

to use their kitchen

Will your group need to order supplies (see list on Page 14)? Yes No

UW-Eau Claire's main Kitchen will be available for use on Saturday, March 28 from 11:00 am to 6:00
pm and Sunday, March 29, from 8:00 am to 11:00 am. Appointments are required to use the
kitchen. Email catering@uwec.edu to schedule your time to use the Kitchen.

You are responsible to bring your own items (plates, silverware, etc.), or purchase them from Blugold
Dining/Catering. All items purchased from Blugold Dining Services must be paid for with a debit or
credit card on file with Blugold Dining Services. To order these items, please contact
catering@uwec.edu.

All items available for purchase are disposable and can be thrown away after the event. Friday will be
the last day to purchase items and they will be placed in rooms on Saturday evening.

Refrigeration is available upon request. Any food that is stored in the kitchen must be labeled on the
racks. You must clear out ALL food in the kitchen by 5pm. Any food left behind will be thrown out by 13
UWEC Dining staff.



» YOU MUST CLEAN THE KITCHEN AFTER YOU ARE FINISHED USING THEIR EQUIPMENT. You must throw
out garbage, wipe countertops, and wash your used equipment, pots and pans.

> Day of CultureFest Tip: Bring cash for providing exact change to buyers. We suggest that you price
items for sale using only whole numbers. For example: price items at $1 instead of $0.75. You will be
responsible for providing exact change to buyers.

*You may also bring your own containers and appliances

Supplies Available for Purchase:

* Disposable Chafing Dish with Stand - $15.00 each * Paper Plates (8in) - $0.50 each
« Sternos (2 needed per chafing dish) - $2.50 each * Disposable Bowls - $0.50 each
* Plastic Cold Cups - $0.50 each
* Disposable Serving Spoon - $0.75 each * Paper Hot Cups - $0.25 each
* Disposable Salad Serve Spoon (spork) - $0.75 each
* Disposable Tongs - $0.75 each * Package of Napkins (12ct) - $0.50 per pack

« Cutlery Kit (spoon, fork, knife, napkin) - $0.75 each
e Linen Rental - $6.00 each
* To-Go Boxes - $0.50 each

*Please list your Menu and Supplies to order below:

14
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