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Submit this completed request at least fifteen (15) business days prior to your event, including all 
applicable signatures, to the Office of Student Activities & Greek Life.  You will be informed of the 
decision within two (2) days of the request; see the Decision Box located at the bottom of the page 6. 
 

CONTACT INFORMATION τ 

Organization name _____________________________________________________________________ 

Contact name(s)________________________________________________________________________  

UVa-Wise/local mail  ___________________________________________________________________  

Local email ____________________________________  Local phone ____________________________ 

 

CRITERIA (check all that apply)  

If any ONE of the following criteria is met, an Event Planning Form must be completed and returned to 
the Student Activities Office (for all other clubs and organizations) at least fifteen (15) business days 
prior to the event. This allows time for proper response/adjustment of event plans, if necessary. 

__ Alcohol will be present. 

__ !ǘǘŜƴŘŀƴŎŜ ǿƛƭƭ ōŜ ƛƴ ŜȄŎŜǎǎ ƻŦ ǘƘǊŜŜ όоύ ǘƛƳŜǎ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƳŜƳōŜǊǎƘƛǇ όƛƴŎƭǳŘƛƴƎ members). 

__ The event is equal to or greater than 10 miles from the campus. 

__ The reservation of space and/or the request of campus services. 

__ A contract(s) is signed with an outside company/group (including the College). 

__ The event is co-sponsored ōȅ ŀƴƻǘƘŜǊ ƎǊƻǳǇΦ Ψ/ƻ-{ǇƻƴǎƻǊŜŘΩ Ŏŀƴ ōŜ ŘŜŦƛƴŜŘ ŀǎ ŀƴȅ ŜǾŜƴǘ ǿƘŜǊŜ 
another group takes part in the planning, organizing, advertising, funding, operating, or monitoring of 
an event. Each participating organization must submit its own Event Planning Form. 

 

GENERAL INFORMATION 

Name/theme of event___________________________________________________________________ 

Date of event ____ month ____day ____year   

Start time ________ am / pm     End time_________ am / pm      Duration ________________________ 

Set up time_________am/pm  Break Down/Clean up time____________am/pm 

Event sponsor __________________________________   Event location _________________________ 



 

UVa-Wise Event Planning Form - Page 2 of 6 

 

Planned attendance: ____ members ____ alumni ____ dates ____ guests  TOTAL _____________ 

Purpose of event/description of event and activities__________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

Where will funding come from?__________________________________________________________ 

Will this be a fundraising event?   __ no    __ yes  Will a contract be used? __ no    __ yes 

Will there be any special construction, alterations or decorations for this event?  __ no    __ yes, explain 

____________________________________________________________________________________ 

How many times has this event been held in the past? ________________________________________ 

Have there been previous claims, injuries or incidents as a result of this event? __ no    __yes, explain in 
detail what occurred, and outline any changes that have been made to prevent a reoccurrence. 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

 

FACILITIES 

What facilities will be utilized?____________________________________________________________ 

Will maintenance service be utilized?  __ no    __ yes, explain ___________________________________  

 

RENTAL PROPERTY 

Please list all types of property the organization will be renting, borrowing and/or using.  Examples 
include:  Real property (ballroom, hotel room, campus facilities, etc.) and Personal property (props, 
stereo equipment, etc.) _________________________________________________________________ 
_____________________________________________________________________________________ 

 

ALCOHOL APPROVAL, POLICIES, and SERVICE 

College Risk Management Policy expressly prohibits the purchase of alcoholic beverages through the 
organization treasury or any pooling of member funds. Kegs and all other bulk distribution of alcohol is 
prohibited. Alcoholic beverages are not permitted at any on-campus events unless prior approval is 
received from the Vice Chancellor for Administration. 
 

We, the designated organization member in charge and the faculty advisor, assume full responsibility for 
the proper direction of this event and will insure that all College property and equipment is left in order. 

 Will alcohol be present during this event?           __ yes   __ no 
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 Have you read, and do you understand, the Risk Management Policy?       __ yes   __ no 

 Does the usage of alcohol at this event comply with the Risk         __ yes   __ no 
Management Policy of your organization and the College? 

 When will alcoholic beverages be present?                        __before   __during   __ after 

 What types of alcoholic beverages will be present?   __ beer   __ liquor/spirits   __ wine/wine coolers 

~ NO GLASS BOTTLES SHOULD BE BROUGHT TO THE EVENT OR ALLOWED AT ANY TIME! ~ 

 Who will provide the alcoholic beverages? 

__ licensed third party vendor (must complete Third Party Vendor form) 

__ individual attendees/BYOB (must follow punch card or ticket system; card/ticket must be given to 
ŜŀŎƘ ΨƻŦ ŀƎŜΩ ǇŀǊǘȅƎƻŜǊΤ ƛǘ Ƴǳǎǘ ōŜ ǇǊŜǎŜƴǘŜŘ ǘƻ ǊŜǘǊƛŜǾŜ ŀƭŎƻƘƻƭ ǘƘŜȅ ōǊƻǳƎƘǘύ 

 Will any direct or indirect charge be made for the alcoholic beverages?                 __ no    __ yes, how? 
__ admission   __ charge by drink   __ other, explain _______________________________________ 

 Method of service? __ licensed bartenders   __ event sponsors of legal age (punch card/ticket) 
__ alumni members (punch card/ticket)    __ other, explain _________________________________ 

 What methods will be used to limit individual consumption of alcohol? 

__ ƭƛŎŜƴǎŜŘ ōŀǊǘŜƴŘŜǊΩǎ ŘƛǎŎǊŜǘƛƻƴ 

__ punch card system/BYOB - attendee is limited to bringing ___ # of alcoholic beverages to the event 

__ ticket system/BYOB - attendee is limited to bringing ___ # of alcoholic beverages to the event 

__ other, explain ___________________________________________________________________ 

~Ample non-alcoholic beverages & low salt snacks  
must be provided at no charge at this event (see food section).~ 

 What are the hours of alcoholic beverage service? Start ________ am / pm    End ________ am / pm 

~ NOTE THAT SERVICE OF ALCOHOL SHOULD STOP AT LEAST ONE (1) HOUR BEFORE EVENT ENDS. ~ 

 

LEGAL AGE IDENTIFICATION 

~ Photo ID listing date of birth is required for all members, guests, and other attendees. ~ 

 

How will the verification of legal drinking age be accomplished (must check one)? 

__ BYOB event* τ __ by organization members at entrance of event (stamp/bracelet required) 

      __ by security guard at entrance of event (stamp/bracelet required) 

     *punch card/ticket system distributed at this time 
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__ Third party vendor τ by licensed bartender for each purchase 

__ Other, explain in detail _________________________________________________________ 

    _________________________________________________________ 

 

DRUNK DRIVING PREVENTION 

What type of transportation will be provided (check all that apply)? 

__ Taxi cab service    __ Designated driver program    __ Other ____________________________ 

Will members and guests be required to check automobile keys at the door? __ no   __ yes, how will this 
be monitored? ________________________________________________________________________ 

 

CROWD CONTROL / SECURITY SERVICES Attach a copy of the guest list and the invitation. 

How will admission be controlled? 

___ Guest list (checked at the door and a guest list recorded) 

___ Invitation (submitted at the door for admission and a guest list recorded) 

___ Other, explain _______________________________________________________________ 

Total number of sober party monitors? _____   There must be one (1) monitor for every 10-15 guests. 

~ Those working with BYOB and checking IDs must be Ψof ageΣΩ ǘƘŀǘ ƛǎ, over the age of 21 years. ~ 

Arrangements have been made to use security services?  __ no       __ yes, complete the following: 

Type of security:   __ university/college   __ hotel/motel   __ professional 

Name of security company ________________________________________________________ 

Security contact person/telephone __________________________________________________ 

Total number of guards to be present _______________________________________________ 

Hours of service:  Start ___________ am / pm  End ___________ am / pm 

Possession of firearms by security personnel is prohibited. Have you made the security 
company aware of this and they will comply? __ yes   __ no 

 

ENTERTAINMENT AND FOOD 

Will any entertainment services be used? __ no   __ yes, what type (check below)?  

__ live band    __ professional DJ   __ chapter DJ    __ other _______________________________ 

What will be served? Note: non-salty snacks and non-alcoholic beverages must be served. ____________ 

_____________________________________________________________________________________ 
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Who will provide the food? ______________________________________________________________ 

 

CONTRACTS, AGREEMENTS, CERTIFICATES, & LICENSES 

All contracts should be reviewed by legal counsel. Executing any contract, lease or rental agreement 
may obligate you, your organization and/or others for losses. 

 Are the event sponsors being required to sign ANY contacts, agreements, or other documents for 
this event?  __ no    __ yes, please attach copies of each 

 

 Is a third party vendor serving alcohol at your event?  __ no    __ yes, you must attach a Third Party 
Vendor Form 

 

 Are any of the following services being used for this event?  If yes, contracts outlining vendor duties 
and responsibilities must be attached for review. 
__ Security service     __ Professional bartender  __ Facility/property rental 

__ Entertainment         __ Transportation 

 Has a certificate of insurance been obtained from each contracted third party (security services, 
ǇǊƻŦŜǎǎƛƻƴŀƭ ōŀǊǘŜƴŘŜǊǎΣ ŜǘŎΦύ ƴŀƳƛƴƎ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΣ ƛŦ ŀǇǇƭƛŎŀōƭŜΣ ŀǎ ΨŀŘŘƛǘƛƻƴŀƭ insuredsΩΚ        
__ no    __ yes 

 

EMERGENCY PROCEDURES 

Has the Risk Management Policy been reviewed by all members?   __ no   __ yes 

Will the Risk Management Policy be readily accessible during the event?  __ no   __ yes 

Are emergency services readily available at this function?    __ no   __ yes 

Does this event contain any type of physical activity?     __ no   __ yes 

If YES to previous question, are professional emergency personnel 
going to be on-site for the duration of the event?    __ no   __ yes 

 

Who will be responsible for contacting any of the following τ emergency personnel, organization 
advisor, alumni representative, national representative (if applicable), organization legal counsel, and 
university officials τ if the need for assistance arises? 
Name _______________________________________    Telephone _________________________ 

Address __________________________________________________________________________ 


