Add Group Name & Date

Event Management Plan
Event Name: 
Instructions:

A) Remove or adjust aspects of this sample plan that do not align with your event times, management needs related to lines, providing bar service or not, etc.  Please consult with AVP and Faculty Advisor for their review and approval to finalize the details of your plan.

B) Also, please remove the advising notes in red and yellow highlights before finalizing the plan and emailing us a copy.

Student Organization Name: _____________________________

President of Organization: ​​​​​​​​​​​​_______________________________

Name of the Event:  _____________________________________

Location of the Event: ___________________________________
Number of expected Guest: _______________________________
Admission Policy and Door Management: (age verification, guest list management; etc)
· Only Southeastern students and guests will be allowed at the event.  

· _________ will serve as the Guest List Manager for the Event. _________ will check the guest list to ensure students who are not on the guest list do not enter the event. _____________ will ensure the guest list is returned to the Office of the Assistant Vice President for Student Affairs.
· _________ will ensure guest who leave the event early sign out and are not permitted to re-enter the event. 
· Guests will sign in on a piece of paper at the door alongside their name
· We will not admit anyone who is visibly intoxicated. 
· Bags (other than purses/handbags) will not be allowed in the event.  Any bags will be checked for alcohol.

Event Managers (4 per 100 guest)
· Four Event Managers and one Guest List Manager will work for the full duration of the night.  The Guest List Manager will oversee the door management and the Event Managers will serve as a roaming mangers to ensure everything is going well.  
· Event Managers include: Name and position in organization 

· ________________________________
· ________________________________
· ________________________________
· ________________________________
· ________________________________

· ________________________________

· Guest List Manager

· _________________________________
· Guests will be able to easily identify event managers at the event. Event managers will wear name tags (for example).
Transportation 

· We will utilize ________________ Company to travel to our event. 
· Our organization does not require third-party travel to off campus events. (Make this statement if applicable)
Expected Timeline of Events
· What time will event begin? 

· What time do you expect guest to arrive? 

· What time do you expect the event to end? 

· If traveling together, what is the anticipated time of departure to go to the event? 

· What is the anticipated time to leave the event. 
Bar and Alcohol Distribution (Example Language)
· If alcohol is served, we will provide ample snacks and non-alcoholic beverages. 

· We will hire 2 TIPS Certified, Professional Bartenders to serve drinks at the bar from the BSA Bartending program.  This is a free service to student groups.
· There will be an Event manager who periodically posts in front of the bar to support the bartender with assessing intoxication levels and handling any issues that may arise.
· The bar will be located (location) under good lighting in a space that provides the ability for a small line to form.  

· Before receipt of an alcoholic beverage, patrons must present a form of valid identification. 
· Guests that are 21+ will be provided with a wrist bracelet that indicates that they are 21+.
Professional Staffing  (Law Enforcement Agency)  

· The law enforcement agency contracted for this event will be the_______________________________. 
· Officers will be posted outside of the event for support and will assist with any confrontational guest
Closing
· Doors will close at ___________ 

· At 1:45, lights will go on and DJ will announce the last few songs before the end of the night so that guests will begin to leave on their own.  This helps avoid the bottleneck problem of moving everyone out at once. All doors may be used for exit at the end of the event.

· The event will close promptly at _________________

· Members will assist with clean-up at closing.  We will assign 1-2 members to serve as the directors for this effort and we will provide them with any specific instructions or agreements that we have made with Event Support. 

· If a custodial staff member is waiting for us to leave to begin their work, we will prompt members to complete their tasks and depart the venue


