Student Organization Event Checklist

Please ensure that you are planning your event MORE than 30 days before the proposed event date, as facility reservations and Large Event Forms are both due 30 days prior to the event. 

The following steps are recommended for timely completion of campus events requests:

1. Make appointment to meet and plan the event with your organization’s members and Organization Adviser(s). Fill out top portion of the Large Event Form.
2.  Make appointment to review, discuss specific event details, and request signature from your Adviser.
3.  Make appointment to review, discuss event, and request signature from CSD.. Please Note: Greek Organization events will include the Greek Adviser. Name and  Signature of  CSD staff reviewer: _______________________________	________________________________________
4. In order to enable your event planning to proceed more smoothly, be prepared to discuss:
· Are tickets required for entry into the event (Y/N)
· Are you taking money at the beginning and/or during the event? (Y/N)
· How much will you be charging for tickets during presale? 	$ ________
· How much will you be charging for tickets at the door?	$ ________
· How and to whom are you advertising (e.g., members only, campus, general public)?
REMINDER: ALL on-campus advertising needs to be approved by CSD.
· How do you plan to secure and safeguard the monies received when the event is over?
· Will you be serving food? If yes review the university catering policy
· Do you have funds to pay for security, if necessary?
· Will there be any special requests or other requirements prior to or during your event?
· How did you come up with the estimated number of event attendees? 
· What steps will you take to ensure the number of attendees does not go higher?
Adviser(s) are required to attend large events. Please list Adviser name(s):

_______________________________	 	__________________________________    
	Print Adviser’s Name						Print Adviser’s Name
	
_______________________________	 	__________________________________    
          Adviser’s Signature						Adviser’s Signature	
	     
5. Submit signed forms to the appropriate office:
· Student Union Office for Student Union rooms (940) 898-3641
· Conference Services Office for all other campus rooms/venues (940) 898-3644
For assistance, you may contact the Center for Student Development at (940) 898-3626
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