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Late Night Event Registration Checklist 
 A Late Night Event is defined as any event that concludes past midnight, regardless of the nature of the event. Given the special concerns related to events that conclude after midnight, these events are governed by specific policies and registration processes. 

This checklist is designed to help the organization consider security and budgetary needs and projected attendance. Attendance at a Late Night Review Meeting is required. Organizations may sign up for meeting time in the Office of Campus Activities. 

Events must be placed on the Late Night Calendar at least 30 days in advance and this checklist and packet must be completed in full no later than two weeks prior to the event. Late event registration packets will not be accepted. 
1. Register the event

The event must be registered with the Office of Campus Activities to ensure no other Late Night events are occurring on that date. This must be completed at least 30 days in advance, but should be done as early as a date is available. This checklist will be explained at that time. 
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   Office of Campus Activities Representative


Date

2. Place your space on hold and determine venue capacity with the facility manager. 
3. Review the Late Night Policies, included at the end of this packet. Late night events may be subject to fees for security, facility rentals, or staffing. Organizations are responsible for all charges incurred. This signature indicates that the Late Night Event policies have been read and understood. 
	___________________________

President signature
	___________________________

Faculty/Staff Advisor signature


4. Fill out the late night event overview (page 3-4). A representative of the organization should bring a completed copy with him or her to the Late Night Review meeting. 
5. Sign up in the Office of Campus Activities for a Late Night Review Meeting, which are held 3rd Wednesday of each month. A representative of your organization must attend a meeting at least two weeks before your event, so that the organization may attain the appropriate signatures on this packet. At this meeting, the representative will review the event with a representative of the organization’s coordinating office, the university police, and the facility. If the event packet is complete and there are no concerns, the packet will be signed at that meeting. If the packet is incomplete, it will not be signed at that time. A signed packet is required at least two weeks prior to the event. Failure to submit a complete packet will result in the event being cancelled. 

6. Obtain the approval of the Coordinating Office, indicating that this packet is complete and all relevant event details have been reviewed. This signature will be given at the Late Night Review meeting if this packet is complete. 


  Coordinating Office Representative


             Date

7. Obtain the approval of the University Police Department, indicating that this packet is complete and all security concerns have been reviewed. This signature will be given at the Late Night Review meeting if this packet is complete. 


  University Police Department Representative


Date

8. Obtain the approval of the Facility Manager (e.g. Event Planning, Perry Field House, etc), indicating that this packet is complete and all facility concerns have been reviewed. This signature will be given at the Late Night Review meeting if this packet is complete. 


   Facility Manager






Date

9. Return original copy of this form to your coordinating office. The organization should maintain a copy for its records. 

10. Attend a pre-event meeting during the week of the event, if required. The organization’s advisor, the student coordinator, a representative of the coordinating office, the university police, and the facility will meet the week of the event to go over the event management details for the evening of the event. If the event has a guest list, please bring a finalized copy at that time. 
11. Host the volunteer meeting on the evening of the event. This meeting will take place 20 minutes before doors open will all student staff and all professional staff to review the impending event details. It is required that ALL student staff for the event be in attendance at this meeting. 

Event Overview
Event Name: 

Sponsoring Organization:

Co- Sponsoring Organization(s):

Event Date:


Start & End Time: 


DCC for charges:


Event Location: 




Is this facility on hold?   Yes
No








 *Please attach a diagram of the set-up of the event. 

Coordinating Office (circle one):  
Office of Campus Activities





Office of Residence Life






Fraternity and Sorority Life






Department of Recreation and Wellness

Nature of the event: 



Venue Capacity: 


Anticipated Attendance: 
                    # of BGSU Students:
                       
# of Non-BGSU Students:


#of Non-Student Guests:

*Non-college students must be listed on an approved guest list prior to the event 

Is the event a ticketed event? 

How much are tickets?

How many tickets will be sold?

How many complimentary tickets are being distributed?  


Are tickets being pre-sold? 

When and where are tickets pre-sold?



Will the event have a:  DJ?   
Emcee?
  
Live music/band?
Food?
          Other:

*Please attach relevant contracts for these services. 
*If the event has a DJ, please see Event Management Requirements

Will the event have prizes?

If yes, please describe prizes:

Event Budget
Estimated Facilities Charges: 

        $


Estimated Security Charges (from page 5):     + $

Other costs:



     + $

     Estimated Total Charges   $
Organization advisors, or their designee (approved by the coordinating office), are required to be present for the duration of the event. Exceptions to this policy should be sought from the Assistant Vice President for Student Affairs and Dean of Students. 

Advisor Information

Name:

Office phone:

Phone number during the event:

Email Address:

Coordinating Volunteers
Please list students who are coordinating the planning of this event. 
	Student Name
	Student Phone
	Student Email

	
	
	

	
	
	

	
	
	


Student Volunteers
Please list all students who will be assigned to work the event. For a one night event, students will be expected to work the entire event. For an all night or multi-day event, please indicate the time shifts being worked. A separate sheet may be attached if necessary. 
	Student Name
	Student Phone
	Student Email
	Time Shift

For all-night or multi- day events only

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Security Needs
This portion of the form will be completed at the monthly Late Night Review meeting. 
Will the event require:

Officers to be present?   Yes
No
Metal detectors?
Yes
No
Wristbands?

Yes
No


Will wristbands be used as pre-sale tickets? 
 Yes
No

Wristbands are typically ready at the pre-event meeting. If they are needed prior to this meeting, please make arrangements with the coordinating office and University Police. 
A cash-box escort?
Yes
No

A non-student guest-list? 
Yes
No


A completed guest-list must be brought to the pre-event meeting for approval. 
A pre-event meeting? 
Yes
No

Volunteer meeting?
Yes
No


If yes, what time will the meeting begin? 

Pictures to be taken of non-college IDs?

Yes
No

Students to work check in?
Yes
No


If yes, how many students?


What time will the stations be closed down?

Total estimated cost of security needs: 


Other security needs, as mandated by University Police: 


Late Night Event Policies and Procedures
This policy applies to all indoor and outdoor events that conclude after midnight. 

1. The event must be registered with the Office of Campus Activities, 401 Bowen-Thompson Student Union, in compliance with the Event Reservation Policy. A member of the sponsoring organization hosting a late night event must attend the late night events planning meeting prior to that event and register the event at the beginning of the semester. Late night event meetings are normally scheduled at the beginning of each semester and on an as needed basis the rest of the semester. Failure to attend a late night event planning meeting will result in the cancellation of that late night event.
2. The student organization representative must meet with the facility manager at least one week prior to the event. An advisor and/or designee (approved by the late night events advisory group) of the sponsoring organization must attend and help monitor the late night event.
3. As stated in the Student Handbook, the sponsoring organization must have a minimum of three members of the organization’s leadership group present for the duration of the event. The organization must also designate members to serve as event staff for the duration of the event. These individuals must be clearly identifiable as event staff. The approved sponsoring organization(s) will receive event staff ID’s as part of the Late Night Event kit, provided by BGSU Police Department. All items within the Late Night Event kit must be returned to the BGSU Police immediately following the conclusion of the event.

4. The designated person in charge from the sponsoring organization will arrange for IDs to be checked by their members for entrance to the event. Only enrolled BGSU students may check IDs. If IDs are not checked after one warning by the Police, the event will be shut down.
5. A college ID is required and/or prior approval on a guest list for admission to the event. Guests must show a picture ID for entrance to the event.

6. Specific names/schedules of who is working the door must be provided one business day before the event to BGSU Police, the Office of Campus Activities or Greek Affairs, and the organization’s advisor. They must also meet with police within the first 15 minutes of the event.
7. The sponsoring organization must contract with the BGSU Department of Public Safety. Determination of the number of officers to be present at the event will be based on the size, nature, location and past history of the event.
8.  Additional staffing, including but not limited to BGSU Police, undergraduate staff, and/or facility managers from facilities/offices such as the Field House, Bowen-Thompson Student Union, and/or Residence Life/Greek Affairs may be required at late-night events and paid for by the sponsoring organization.
9. Entrance policy will require a wristband which will be provided by the BGSU Police. The sponsoring organization is responsible for administering this task.
10. BGSU will be in dialogue with other universities as to late night event reciprocal functions and appropriate actions.
11. Alcohol is prohibited at the event unless approved prior to event and then only in designated areas.
12. Inappropriate behavior including, but not limited to, the consumption of alcohol and illegal drugs, will not be tolerated and the continuation of the event will be at the discretion of BGSU Police, staff, facility managers or the sponsoring organization. Inappropriate behaviors will be investigated and adjudicated under the Code of Student Conduct and/or the laws of the state of Ohio.
13. The sponsoring organization is responsible for the cost of repairing or replacing all damages, including but not limited to furniture repair or replacement, gum removal, extra custodial services, and structural damages to the premises as a result of the event.
14. Signs including but not limited to: ID requirements, No Re-Entry, No Entry after 1:30 a.m., and Please Take All Metal Objects Out of Your Pockets will be posted at the event indicating entrance and event policies. Approved sponsoring organizations will receive these signs as part of the Late Night Event kit, provided by BGSU Police Department. All items within the Late Night Event kit must be returned to the BGSU Police immediately following the conclusion of the event.
15. BGSU Police, in collaboration with the sponsoring organization and the facility staff, will monitor the event.
16. Admittance to the event will end 30 minutes before the event is over.
17. Admission to the event will not exceed scheduled event capacity as determined by the facility manager.
18. There will be no pass-outs awarded at late night events. Although a person can leave the event and later re-gain entry, he or she must go through the full entrance procedure again and may need to pay the cost of admission; if the event is later closed, access will be denied.
19. No group may have two late night events in one weekend.
20. All event publicity must include the following: “Valid College ID required for Entrance. No admittance past 1:30 a.m.”
21. The Assistant Vice President for Student Affairs and Dean of Students or designee will determine exceptions to this policy.
If these practices and procedures are not followed the organization may be subject to additional sanctions which may include, but not be limited to, extension of probation, freezing of funds, loss of university-provided funds, suspension of recognition and/or revocation of recognized organization status.  

Accounting Expectations
· All expenses should be paid from the organization’s University DCC (or official checking account if a social Greek organization) with checks to the service providers or through properly documented reimbursements of individuals. 

· Double signatures of members and the signature of the organization’s advisor should be obtained to confirm the total of cash and checks when transferring them between responsible individuals. 

· Secure and place all cash and checks received, and associated documentation, in the Bowen-Thompson Student Union vault after each event. During business hours the funds may be removed and deposited at the Bursar Office into the organization’s account. 

· Record counts of attendees and the amount paid. This can be accomplished in various methods, including counting wrist bands, use of a hand counter, or manual head counts. 

· When engaging the services of a vendor outside BGSU, a contract outlining the agreed services and payments must be completed. Advisors are expected to assist in facilitating the contract process. 

· Maintain double accounting procedures for all cash and checks received, including having two people counting funds and two signatures on all totals and deposits. 


Event Management Requirements

· All group representatives at the event should be familiar with the Late Night Event Policies, outlined in the Student Handbook and earlier in this document.

· Student volunteers will staff all tables and stations during the event. 

· Two volunteers will work each check-in table, if tables are required. Volunteers may be reduced as the night progresses only with approval of the Police Officers present at the event. 

·  Staff members may assist but they are not to replace any student staff at a table or station. 

· Police will have authority to remove anyone being disruptive to the event. 

· If a pre-event meeting is required, all student staff must attend.

· One student will be identified as the captain who will be the primary contact for questions during the event and who will serve to coordinate other student volunteers. In the case of an all night event, this role may be rotated but only with approval of the Coordinating Office and a schedule must be attached to this registration form. 

· At all times, everyone working the event will wear a Late Night Program lanyard provided by the BGSU Police Department in the Late Night Event kit.

· If wrist bands are required, they must be tightly secured so that the band cannot be removed unless cut. 

· If the event has a DJ, the DJ must make an announcement notifying participants when there is 15 minutes remaining before the event ends.

· No announcements of after parties may be made during or after the event. 

· Student volunteers will assist Police Officers as necessary in clearing the venue at the end of the event. 

· Students leaving the event will have wristband cut off by BGSU Police Officer. 











































Means of covering expenses:








