
TEXAS WOMAN’S UNIVERSITY
EVENT & ALCOHOLIC BEVERAGE USE REQUEST

[IF YOU ARE REQUESTING ALCOHOL USE, FILL OUT THE SHADED AREAS]

    Alcohol served from: am/pm   to  am/pm          Source of funding for alcoholic beverages:

    Type of Alcoholic beverage to be served:   cash bar open bar keg wine champagne toast other

    Estimated attendance: What beverages will you have for those under 21?: __________________________________

    What provisions have been made to ensure those under 21 will not be served or consume alcohol: ( ):

 I understand that it is illegal to consume or to possess with intent to consume an alcoholic beverage in a public place at any time after 12:15am
until 7:00am, Monday-Saturday and from 1:15am to 12 noon on Sunday.  I hereby agree to ensure compliance with applicable state laws and University
policy governing the use of alcoholic beverages.  I further understand that I, and the entity I represent, will be held liable for clean up and/or any dam-
ages to the facility, equipment, or furnishings of the University occurring from this event, and that the deposit will be forfeited.  I have received, read,
and agree to comply with the policies and procedures of Texas Woman’s University related to events.

PLEASE PRESS HARD.   THERE ARE FOUR COPIES.

Name: (Please Print)      Signature   Date

Phone: (Day) (Evening) (Other) ___________________________________

Address:
STUDENT ORGANIZATIONS

Director of Center for Student Development/Student Life Coordinator:_____________________________________________________
   (Dallas & Houston Center)   Signature   Date

TO AVOID CANCELLATION, PAYMENT FOR SECURITY MUST BE RECEIVEDAT LEAST 15 WORKING DAYS IN 
ADVANCE OF THE EVENT.

FOR OFFICE USE ONLY
          SIGNATURE                        DATE

Facilities Coordinator:

    
TWU DPS:  

RECOMMENDATIONS

Number of Hours: ________

Amount Owed: __________

White-Admin  Yellow-DPS Pink-Facilities Gold-Client

Name of Organization: _____________________________________________________________________________________________________

I.D.#:_______________________________________ Student _______ Faculty _______ Staff _______ Alumni _______ Other ________________

Date of Event: ___________________________________ Time of Set-up: ______________ am/pm Actual Event Begins _______________ am/pm

Time Event Ends: _______________ am/pm Type of Event: ______________________________________(Private ____ Fundraiser ____ Reception ____)

Estimate Attendance: ___________________________ Which Facility: ______________________________________________________________

Which Campus: __________ Denton _________ Houston ________ Dallas (Presby) ________ Dallas (Parkland)

To who is the event open? (check one)

____ Only members of the requesting organization/entity _____ The Public in General

____ Only members and their invited guests _____ TWU Community in General



EVENT POLICY

Large Event Policy, which includes guidelines designed to provide safety and risk management for large events, applies to

Facilities: Facilities to be used will be determined by the type of event and the projected attendance.

Exceptions: Events managed by University administrative components may be exempt. Additionally, the Large Events
Review Committee may review events co-sponsored by the University and another organization, for exception and/or
exemption.

Guidelines

alcohol is served unless the Large Events Review Committee reviews and recommends an exception to the policy.
The sponsoring organization or individual is responsible for payment for security services, and payment is due 15 
working days prior to the event.  The Large Event/Alcohol Usage request form must be returned to the facili-
ties’ coordinator at least 30 working days prior to the Large Events Review Committee meeting.  The required 
time frame excludes University holidays.  Contact your facilities coordinator for meeting dates. 

sound must end by 10:00 p.m. All events must comply with the city noise ordinances. The Large Event Committee

reserves the right to stop or reduce sound if complaints are received.

3. The sponsoring organization or individual is responsible for leaving the facility, grounds, and parking areas free of
trash and litter. Forfeiture of all or part of the deposit or actual charges may be accessed if it is necessary to provide
additional cleaning after an event.

-
-

pus.

5. Estimates of attendance may be increased or decreased by the Large Events Review Committee.

6. Texas Woman’s University, through the Large Events Review Committee, reserves the right to refuse the use of build-
ings, grounds, and facilities for any activity for reasons of priority use by university groups, calendar issues, non-pay-
ment, or concerns for community safety.

7. The Large Events Review Committee will include: Director of the Student Center, Director of the Center for Student
Development, Director of Public Safety, Director of Conference Services, Hubbard Hall Operation’s Supervisor,
Media Representative, Coordinator of Academic Facilities, and Associate Vice President for Student Life and/or their
designees. The committee meets on a regular basis to review reservation requests.

Student Organizations: -
tion signed in the Center for Student Development to indicate registration and calendar approval. An advisor of the
sponsoring student organization must be present for the duration of the event.


