Checklist for Happy Hour Events
Three Weeks Prior:

- Initial meeting with Emily Perl to review “Student Events with Alcohol” policy.
- Location must be reserved with Christine Krieger for the Gopher Hole

- Contact must be made with Rebecca Dietrich or Vicki Sloan in the Office of Public Safety to arrange for an officer to be present at the Happy Hour.  (Cost of the officer is $38/hr. for a guaranteed minimum of four hours.)
Two Weeks Prior:

- List of students 21 and over must be requested from Genevieve Cole in SAS

- An alcohol permit must be obtained for the event

- Wristbands must be purchased (OSE may have some available, but you will need to check on this ahead of time and if none are available, it will be your responsibility to purchase these.).

- Alcoholic beverage order must be made and pick-up arranged.

- A request for a check to be cut for the price of the alcohol must be completed through the Controller's Office.  (Otherwise, executive board members will be responsible for purchasing the alcohol at the time of pick up and be reimbursed after completing that paperwork.  Absolutely no professional staff credit cards will be used to purchase alcoholic beverages.)

One Week Prior:

- Food and non-alcoholic beverages must be ordered through an outside vendor or through the Gopher Hole.

- Advertisements for the event must be distributed and posted (on campus only).

Day of:

- Pick up of alcoholic beverages must be completed by a member of the executive board – OSE staff will not be able to provide assistance with this matter.

- Food from off-campus vendors must be picked up - OSE staff will not be able to provide assistance with this.

- All executive officers must be present at least one hour early to set up and must stay afterwards to clean up the event.

- A large poster-size list of rules must be posted at the entrance to the Gopher Hole and a smaller one must be posted at the wristband table, including notification that if a student leaves the Gopher Hole he/she may not be re-admitted, they will only be served 1 drink/hour, and students cannot bring backpacks or alcoholic beverages inside the Gopher Hole.  Students who wish to smoke will be allowed to exit to the loading dock area behind Pearlstone.

- A posting of admission prices and drink prices must be available at the ticket table.  You may not have a flat fee for entrance and drinks; you can only charge a cover to defray costs for the food.  Drinks must be purchased individually in the Gopher Hole.

- A sign in sheet for off-campus guests must be available at the ticket table with spaces for drivers' license number information included.  Additionally, all off-campus guests must be 21 years old or older and be accompanied by their host at all times.  Also, the form must allow a space for the host to print their name and sign their signature under a disclaimer understanding these policies.

- Food and non-alcoholic beverages must be available to all students.

