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Required Documentation for Events with Alcohol:  

 

This is a guide to assist chapters in the registration process for all social events hosted with alcohol.  

Please refer to your staff liaison or council representative for specific questions regarding event 

registration.  Event registration is a tool used to assist chapters in hosting safe events for members 

and guests and to reduce liability for chapters and the University.  

 

All resources for event registration are found on the SFE website: 

https://sfe.dso.iastate.edu/resources/event-registration 

 

Click on the Resources Tab then select Event Registration : 

 

 
 

 

https://sfe.dso.iastate.edu/resources/event-registration
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Resources on the website include:  

 
¶ Procedures for Registration and Requirements for Sorority and Fraternity Events 

Involving Alcohol : Event registration policy and procedures for registering events with 

alcohol.  

¶ Risk Management Policy Acknowledgement : Signed by chapter or university adviser and 

respective officers as listed in Odysseus. 

¶ Form A: A contract between the chapter(s) hosting the event and the third party vendor. 

¶ Sober Monitor Template: Identify who from the chapter will serve as sober monitors. 

¶ Guest List Template:  Here chapters will identify event guests, members and birthdates and 

guests and birthdates. 

¶ Events with Alcohol Form:  Once all the information is collected, register the event 

electronically.  

¶ Events Registration Gu ide:  A resource for chapters to use BEFORE submitting event 

registration information.   

¶ Submitting the Registration Form Guide: A step by step guide for completing the form to 

register events with alcohol.   
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What is an Event with Alcohol?:  

 

 
  

Advisor  Acknowledgement : 

 
Must be signed (NO typed signatures will be accepted) by all respective officers and advisers as listed in 

Odysseus. Each time there is a change in officers or in advisers a new Adviser Acknowledgement Form 

must be signed and submitted to The Office of Sorority & Fraternity Engagement before an event can 

meet expectations.  
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Risk Management Policy Acknowledgement form  can be submitted to: 

Karina Buttler: Kbuttler@iastate.edu  

 

 
 

Form A (for events with alcohol):  

¶ Please have vendors read and agree to Form A BEFORE you book your event, sign any 

paperwork from the venue, or verbally or in writing agree to have the event at the 

venue.  By having the venue read and sign Form A, the venue agrees to provide the 

items outlined in Form A.  

¶ Ensure that at the time of the event the venue will have up to date and valid liquor 

license for the date of the chapter event.   

¶ Ensure the venue is able to meet expectation outlined in #2 of Form A vendor 

requirements.  

 

 

mailto:Kbuttler@iastate.edu
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Form A Vendor Requirements:  
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Form A Vendor Requirements:  

 
Form A Event Information :  

¶ Fill out the event date, the name of chapter and name of sorority or fraternity. 
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Form A Event Information:  
¶ Include the name of the chapter and the name of the vendor for the date of the event, 

including the location of the event.  
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Form A Signature Sections:  

¶ Both the chapter president and the vendor needs to sign the form. 

¶ One complete document needs to be turned in for the event. 
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Insurance:  

General Certificat e Example:
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Top portion of Certificate:  

¶ Information from the vendor and information from the insurance company 

 

 
 

 

Documentation of Coverage:  

¶ General liability, automobile liability, liquor liability :  
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Additional Insured Language/Description of O perations:  

¶ This is specific language from Form A in the vendor agreement, the middle of #2 

 

 
 

 

 

The Chapter must be listed  in Certificate Holder box : 
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Alternative Food & Beverage:  

 

 
 

 

Food and alternative beverage examples :  

 

¶ These items are paid for by the chapter.  Made available and accessible for every member 

and guest during the event time.  

¶ Pizza 

¶ Lemonade 

¶ Sub sandwiches 

¶ Pasta White and Red Sauce  

¶ Soda (must be a chapter expense) 

¶ Appetizers 

o Wings 

o Spinach Artichoke Dip 

o Meatballs 

o Mini Cheeseburger Sliders 
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Hired Security:  

¶ Events held at the chapter facility must have three hired security agents.   

 
Member and Guest li st:  

¶ Final Guest lists may be turned in 72 hours in advance to the event.  It is our suggestion that 

a preliminary guest list is provided with registration for the ease of the registration process.  

It is up to the discretion of the chapter to determine a deadline for members to submit their 

guests as long as the final list is submitted 72 hours in advance.  Changes after this time will 

not be accepted.  

¶ Full names and full birth dates (month, date, and year) must be provided on final guest list.  

If the guest is not identified when the guest list is submitted, please leave that space blank.  

Before submitting remove the following: 

 Fake names 

 Celebrity names  

 Jokes about not having a date 

 Other member names (these should already be listed as someone from your chapter 

attending).  
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Guest List Template is provided on SFE Event Registration tab:  

¶ During the event, verify guests are sober.   

¶ Check their government issued ID for proof of age. 

¶ Ask members and guests to sign in and out of the event.  
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Council  officers will provide chapters with wrist bands for members 21+ according 

to guest list : 

¶ Wrist bands help everyone at the event know who is 21+. 

¶ Only members and guests with wristbands are permitted to consume alcohol.   

¶ Be sure to affix wristbands so memÂÅÒÓ ÁÎÄ ÇÕÅÓÔÓ ÃÁÎȭÔ ÐÁÓÓ ÔÈÅÍ ÔÏ ÉÎÄÉÖÉÄÕÁÌÓ ×ÈÏ ÁÒÅ 

underage.  

 

 
 

 

 
 

 

 

 

 


