
Event Management Plan for

Undergraduate and Graduate Student Organization 

On-Campus Events with Alcohol Service
This form must be completed before the event is approved.

Santa Clara University believes that the primary purpose of student organization sponsored events with alcohol service is to socialize, not to become intoxicated.  University Dining Services or other designated licensed agent of the University will be responsible for all sale, service, and distribution service of alcohol.  
The following guidelines shall be used for student organization sponsored events with alcohol service:

· Four (4) hours is the maximum length of an event.
· Alcohol service will end 30 minutes before the scheduled ending time of the event.
· It is the responsibility of the food service provider or designated licensed agent to check for proper identification (two forms) and to use employees that are TIPS trained (Training for Intervention Procedures by Servers) or similar training.
· Typically with the assistance of the hosting student organization, it is also the responsibility of University Dining Services or designated licensed agent to provide wrist bands or similar technique to those who are of legal drinking age.

· Only beer and wine may be present at the event; no other forms of alcohol.
· The amount of beer and wine made available is based on the length of the event and the number of people in attendance; the amount of beer and wine is calculated using the rate of one drink per person per hour.
· When appropriate, drink tickets will be allocated on the basis of the “one drink per person per hour” and distributed upon entry into the event; additional tickets will not be available once a student receives their allotment.
· No pitcher or bottle service will be available.
· Alcohol may not be the primary focus of the event and may not be used as an inducement to participate in the event.
· Advertising for the event may not portray symbols of alcohol or alcohol consumption, may not include any form of excessive alcohol consumption (i.e. drinking contests or competition), and may not emphasize frequency or quantity of alcohol consumption.
· Advertising for the event will also state that “2 forms of identification will be required” (typically an SCU Access Card and driver’s license).
Additionally, the student event organizers and volunteers for this event will serve as hosts at the event.
· These students are required to attend a training meeting about responsible hosting; this training will be facilitated by the Center for Student Leadership (CSL) and must occur before the event.
· The event organizers will represent the hosting student organization at all times during the event.
· Event organizers and volunteers may not consume alcohol before or during the event.
· The role and duties of each event organizer and volunteer are to be determined by the primary event organizer and the student organization’s advisor.
SECTION I – Host Information
Hosting Student Organization: ____________________________________________________________
Full Name of Primary Event Organizer: _____________________________________________________  

Cell Phone Number of Primary Event Organizer: ______________________________________________
Email Address of Primary Event Organizer: __________________________________________________

SECTION II – Additional Event Organizers & Volunteers

Full Names of Additional Event Organizers: __________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Full Names of Event Volunteers: __________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________
SECTION III – Event Information

Event Name: __________________________________________________________________________
Location:  _____________________________________________________________________________
Date: ________________               Start Time: _____________               End Time:  _____________
SECTION IV – Facility Manager

Full Name of Facility Manager: ____________________________________________________________

Phone Number of Facility Manager:  _______________________________________________________
Email Address of Facility Manager:  ________________________________________________________

SECTION V – Food Service Provider

NOTE: Bon Appetit must approve the use of another food service provider or designated licensed agent; student organizations are not permitted to make this decision on their own.

Food Service Provider (circle one):        Bon Appetit        Other: __________________________________
Full Name of Food Service Provider Contact: _________________________________________________

Phone Number of Food Service Provider Contact: ____________________________________________

Email Address of Food Service Provider Contract: _____________________________________________

SECTION VI – Food and Beverage Order Summary

Please attach a copy of the food and beverage order for this event.  Submit updated versions if the order is modified after this form is already signed and submitted for approval.

Section VII – Food Service Summary

The following information must be confirmed by the Food Service Provider listed above:


# of Food Servers
= ______


# of Bartenders 

= ______


# of ID Checkers 
= ______

SECTION VIII – Security & Crowd Management

Describe the security to be used for this event: ______________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________
Describe the crowd management plan: _____________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________
Describe all points of entry and exit: _______________________________________________________

_____________________________________________________________________________________
_____________________________________________________________________________________
SECTION IX – Signatures
_____________________________________________________________________________________

Primary Event Organizer (Hosting Student Organization)






Date
_____________________________________________________________________________________

Advisor of Student Organization












Date
_____________________________________________________________________________________

Facility Manager















Date
_____________________________________________________________________________________

Food Service Provider














Date
_____________________________________________________________________________________

Vice Provost for Student Life or Designee









Date
------

Revised 11-13-15
Page 
 of 4
Page 
 of 4

