Event with Alcohol
Due 21 Days Prior to Event (not needed for on campus events)
Guest list due 3 days prior to event
Event Information

Name/type of event










Location of event



Date & time of event





Sponsoring organization(s)









(Note: If more than one organization is sponsoring, both must submit paperwork)

Number of members to attend
  + Number of invited guests

 = 
  (total attendees)
**Number of guests must be less than 3x the number of the organization’s members that are attending.  

Vendor Information 

A third party vendor must be hired to serve alcohol at events.  Compliance is achieved when the third party vendor provides documentation of the following to the organization representative (note: a copy of the documents does not need to be attached, but the organization representative MUST see the documentation): 

Name of Business











Manager’s Name





Phone





Address












	Vendor Initials
	Org. Initials
	Requirement

	
	
	The vendor must be properly licensed by the appropriate local and state authority.  This might involve both a liquor license and a temporary license to sell on the premises where the function is to be held.

	
	
	The vendor agrees to a cash bar only and the vendor is responsible for collecting money.  No alcohol will be included in the facility rental fee or catering fee.  Vendor will collect all remaining alcohol at the end of the function (no excess alcohol - opened or unopened - is to be given, sold, or furnished to the organization).

	
	
	The vendor must be properly insured with a minimum of $1,000,000 of general liability insurance, evidenced by a properly completed certificate of insurance prepared by the insurance provider.  The certificate of insurance must also show evidence that the vendor has, as part of coverage, “off premises liquor liability and non-owned and hired auto coverage.”

	
	
	The vendor must take on all of the responsibilities that any purveyor

of alcoholic beverages would assume in the normal course of

business:

a) Checking identification cards upon entry.

b) Not serving individuals whom appear to be intoxicated.

c) Not serving minors.

d) Maintain absolute control of ALL alcohol containers present and removing or securing all alcohol at the remainder of the event.
e) Alcohol sales must stop one hour prior to the end of the event.


By signing below, the vendor agrees to adhere to the above responsibilities and certifies that all permits and insurance requirements are in place:

Vendor’s Signature




Date

(Next Page)

Designated drivers (at least one individual per 50 persons attending, may not also be Sober Patrol):

1.                                                      

3.  ___________________________
2.                                                      

4. 




 

Sober patrols (at least one individual per 50 persons attending, may not also be DD):

1.                                                      

3.  ___________________________
2.                                                      

4. 





List non-salty food items & alternative beverages available at no charge to guests:                                                                                                                                                            
Door Monitors (at least one individual per 100 persons attending):

1.                                                      

2.  ___________________________  
Name of security company & number of guards hired (1 per 100 people attending):

Name of sober Executive Board Member or Risk Manager attending (1 per sponsoring chapter):

By signing below, we understand that the organization(s) listed above as sponsors are responsible for following all applicable University, county, state and federal guidelines regarding the use, sale and possession of alcohol.  If even one of the organizations above has an inter/national policy that is stricter than the University policy, the stricter policy must be followed by ALL sponsoring organizations & guests.  

We understand that it is the responsibility of ALL organization members, especially the officers, to ensure the safety of our members and guests at our event.

We also understand that if it is discovered that any of the sponsoring organizations are not following the appropriate policy, all sponsoring organizations may face university sanctions, including but not limited to organization probation or suspension.

Name of president


Signature of president


Date


Name of event planner

Signature of event planner

Date


As the advisor to the organization above, my signature indicates that I have reviewed the details of the event with the organization officers.  It is my understanding that they will follow all appropriate University, county, state and federal guidelines regarding the use, sale and possession of alcohol.

Name of Advisor


Signature of Advisor


Date

For office use only:

_____Completed?
______Risk Management Test completed & passed by all officers

Rev 10/08
With few exceptions, you have the right to request, receive, review and correct information about yourself collected using this form.






