APPENDIX A – EVENT REGISTRATION FORM

Fraternities (including sororities) who are planning to host or co-host an event – defined as a party or function hosted or co-hosted by a fraternity that persons other than members of the fraternity (“guests”) are invited to attend – shall use this form to comply with the requirement under the Ball State University Greek Community Risk Management Policy (the “Policy”) that the event be registered with the Office of Student Life.  If more than one fraternity is hosting the event, a separate copy of the first page should be made, signed and submitted on behalf of each of the co-hosts.  The form is due in the Office of Student Life at least five (5) calendar days before the event.

The form must be filled out completely, reviewed and signed by the chapter’s president, risk manager and social chair, and submitted to the Office of Student Life before the filing deadline.  The chapter and its officers and members must make sure that all events are held in compliance with the Policy’s provisions.
TYPES OF EVENTS:
· Chapter House Event: an event, other than an Alumni or Family Event, held on the chapter house premises at which alcohol is served or consumed. 
· Alumni Event: an event held on the chapter house premises at which alcohol is served or consumed and where the guests in attendance are limited to alumni of the fraternity and their family members.
· Family Event: an event held on the chapter house premises at which alcohol is served or consumed and where the guests are limited to the fraternity member’s families.
· Third Party Vendor Event: an event held off the fraternity’s premises using a third party vendor at which alcohol is served or consumed.
· Alcohol-Free Event: an event where no alcohol is consumed or available for consumption at the event.
INSTRUCTIONS FOR COMPLETING AND SUBMITTING FORM:
· Download and complete form and save as a Word document.

· Have form reviewed for completeness and accuracy by chapter officers and obtain signatures of chapter’s president, risk manager and social chair at bottom of first page.

· Review the Policy and national organization policies to determine requirements for event.  In the event of a conflict between the policies, the stricter policy shall be enforced.

· Print and save copy of form for chapter records.

· Submit original form to the Office of Student Life before the filing deadline.
SIGNATURES OF RESPONSIBLE PARTIES:
By signing below, the chapter president, risk manager and social chair confirm that: (1) they have reviewed this form, including all attached pages, and the information contained therein concerning the event is complete and accurate; and (2) they have reviewed the Ball State University Greek Community Risk Management Policy and the applicable national organization policies, and the event is and will be in compliance with those policies.  
______________________  _______               ___________________________  _____     
Chapter Social Chair

             Date

  Chapter Risk Manager

               Date

________________________________   ___________

Chapter President

             Date
GENERAL INFORMATION:
Fraternity/Sorority: 

Type of Event (see first page):

Theme/Title of Event:

Location of Event:


Address:

Date of Event:

Time Event Starts and Ends: 

EVENT MANAGEMENT:
Capacity of Event Location under Fire Code:

Number of People Expected to Attend Event:  Members:           Guests:          Total Attending:       

Number of Sober Monitors Required:

Number of Sober Monitors Assigned:

(Attach separate page listing names, positions and cell phone numbers of all sober monitors, door monitors and other responsible chapter members assigned to event.) 

POLICIES:
Have all members reviewed and will they comply with University regulations, the Policy, the FIPG Policy, the FIPG Manual, and the applicable national organization risk management policies?










___ Yes
___ No

Will alcohol be present during the event?



___ Yes 
___ No

If the event is at chapter house, have arrangements been made to comply with the door management requirements (Section II.D of the Policy)? 



___ Yes
___ No

If alcohol will be served, do the arrangements for dispensing alcoholic beverages at the event comply with Indiana laws and regulations and the requirements of the Policy (e.g., BYOB or Third Party Vendor Guidelines in FIPG Manual, as applicable)?



___ Yes
___ No

If the event is a Third Party Vendor Event or a third party vendor will be hired for a Chapter House Event, is the signed and dated Third Party Vendor Agreement attached, including the required Certificate of Insurance?







___ Yes
___ No

Will transportation to or from the event be provided or available?
 
___ Yes 
___ No

If so, describe in detail:   

Third Party Vendor Agreement Form
THE CHAPTER PRESIDENT:

Your Chapter will be in compliance with the Ball State University Greek Community Risk Management Policy and FIPG if you hire a “third party vendor” to serve alcohol at your functions WHEN you can document the following checklist items.  
THE VENDOR MUST:
1. Be properly licensed by the appropriate local and state authority. This might involve both a liquor license and/or a temporary license to sell on the premises where the function is to be held.

2. Be properly insured with a minimum of $1,000,000 of general liability insurance, evidence by a properly completed certificate of insurance prepared by the insurance provider.  The above “certificate of insurance” must also show evidence that the vendor has, as part of his coverage, “off premise liquor liability coverage and non-owned and hired coverage.”  The certificate of insurance must name as additional insured (at a minimum) the local chapter of the fraternity hiring the vendor as well as the national fraternity with whom the local chapter is affiliated.

3. Agrees in writing to cash sales only collected by the vendor during the function.

4. Assume in writing all responsibilities that any other purveyor of alcoholic beverages would assume in the normal course of business, including but not limited to:

a. Checking identification card upon entry;

b. Not serving minors;

c. Not serving individuals who appear to be intoxicated;

d. Maintaining absolute control of all alcoholic containers present;

e. Collecting all remaining alcohol at the end of a function (no excess alcohol—opened or unopened—is to be given, sold or furnished to the chapter);

f. Removing all alcohol from the premises.
This form must also be signed and dated by both the chapter president and the vendor.  In doing so, both parties understand that only through compliance with these stipulations will the chapter be in compliance with the Ball State University Greek Community Risk Management Policy and FIPG.

________________________________


_______________________________

Chapter President’s Signature and Date


Vendor’s Signature/Company and Date
