Elon University Event Proposal and Registration

***Due 3 business days BEFORE the event, to 209 Moseley.***
Sponsoring Organization:______________________________________________________Expected Attendance at Event:________

Event Date:_________________________Start Time:_____________________________End Time:__________________________

Location:___________________________Location Confirmed By:________________________________Date Confirmed:________

Organization Contact Name:_______________________________Phone:___________________E-mail:_______________________

Type of Event:    
            House Party             Date Party On Campus          Speaker                          Philanthropy/Fundraiser Event




            Tailgate
                Table in Moseley         
      Other

Will alcohol be present at this event?          Yes         No
If yes, complete the alcohol use section of this form.


Will an advisor be present at the function?         Yes            No        If yes, please provide the following:

Name:__________________________________Title:_______________________________________Phone:___________________

Give a brief description of the event:______________________________________________________________________________

____________________________________________________________________________________________________________

List goals and objectives of the event:_____________________________________________________________________________

____________________________________________________________________________________________________________

List all financial costs of the event:_______________________________________________________________________________

____________________________________________________________________________________________________________

List types and amounts of food to be served:________________________________________________________________________

____________________________________________________________________________________________________________

List rain plan for event:_________________________________________________________________________________________

____________________________________________________________________________________________________________

List programming tasks, person responsible for and completion date for event to take place:__________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________

Identify any follow-up measures necessary to the success of the event:___________________________________________________

____________________________________________________________________________________________________________

List the personnel needs of this event:_____________________________________________________________________________

____________________________________________________________________________________________________________

List full names of monitors, times working, and location working:_______________________________________________________

___________________________________________________________________________________________***MAKE SURE TO COMPLETE BOTH SIDES OF THIS FORM***

Elon University Event Proposal and Registration

***Due the Tuesday BEFORE the event, to 209 Moseley.***
ANY event with 100+ people in attendance and/or ANY guest that is not an Elon student, faculty, or staff member requires security officers.  You are responsible for reserving your own security officers through Campus Safety and Police – 278-5555.  All requests for officers are due the Tuesday BEFORE the event is scheduled to take place.  All officers are to be paid in cash at the conclusion of the event.  If you cancel your event after arrangements for an officer are made, you must still pay the officer.


Do you need security officers for this event?             Yes            No    

Attach any proposed publicity for this event.

Attach a guest list to this form if you are having a house party, date party, social, tailgate, or formal.  

************************************************************************************************************

If alcohol will be present at this event, please initial the following:

____1.  I (we) understand and will abide by the alcoholic beverage laws of the State of North Carolina, including the following:

a. If alcohol is allowed at the event, all those who consume must be at least 21 years of age and show a valid photo id as proof.

b. No one may provide alcoholic beverages to persons who are under 21 years of age.  Members and guests who are under 21 years of age should not be allowed to consume alcohol.

c. Alcoholic beverages cannot be sold on university property with the exceptions of McKinnon Hall and the Zone.  "Sale" includes such practices as charging admission, selling cups, having a common fund, requesting/requiring donations, etc.  All events with the exception of those in McKinnon Hall and the Zone must by BYOB (individuals must purchase and transport their own alcohol).  Elon University restricts alcohol use at student events to beer, wine, and/or wine coolers.

____2.  I (we) agree no to allow consumption of alcoholic beverages by anyone who is intoxicated.

____3.  I (we) understand that common containers (kegs, beer balls, pony kegs, quantities over 32 oz.) are not allowed on Elon University owned or leased property.

____4.  I (we) understand that we are responsible for all damages that occur as a result of my (our) event and guests.

____5.  I (we) understand that we are responsible for all cleaning of all areas affected by the event upon conclusion of the event.  This includes picking up all trash (including cigarette butts), inside, as well as outside (deck, patio, surrounding walkways), the event.  This includes separating recyclables, sweeping and mopping areas adjacent to the event, including hallways, bathrooms, and stairwells.  All clean-up must begin at the closing of the event and be concluded within 2 hours of the event ending.

____6.  I (we) understand that the event will end at 11:00 PM on weekdays (Sunday – Thursday) and 2:00 AM on weekends, and that no noise should be audible outside the room/lounge/house after that time.

____7.  I (we) understand that the only individuals on our pre-submitted guest list may be allowed to enter the event unless otherwise approved (alumni during Homecoming, parents during Family Weekend, etc.).

____8.  I (we) that all organizations must hire police/security coverage if the expected number of guests is more than 100 or is ANY guest is not a currently enrolled student or an Elon faculty/staff member.

____9.  Failure or inability to contain the event to a reasonable size may result in the event ending early.

____10.  Elon treats Elon students and their guests as responsible adults and expects them to act accordingly.  I (we) acknowledge that Elon, and/or its employees, are not responsible for the conduct of Elon students and their guests and am aware the sponsoring organization accepts full responsibility for the actions of its members and guests.

************************************************************************************************************

On behalf of my organization/department, on my honor, I (we) agree to uphold all organization, university, local, state, and federal policies regarding events.  I accept full responsibility for all damages and clean up of this event.

Signature of Event Contact:_____________________________________________________________________________________  

Signature of Sponsoring Organization President:_____________________________________________________________________

Signature of Faculty Advisor:____________________________________________________________________________________

Signature of Director of Moseley Center (if event is in Moseley):_______________________________________________________

Signature of Director of Greek Life (Greek Organizations Only):________________________________________________________

Signature of Panhellenic/IFC/NPHC Vice President (Greek Organizations Only):___________________________________________

