Addendum C

UW-Whitewater
Event Process Timeline and Worksheet

Events that have large numbers of attendees, off-campus guests, alcohol, or are unique in nature should follow the guide of timeline below. UW-W staff determine if these additional requirements are necessary for your event.

1. Check on Space Availability
a. For most spaces, contact UC-Room Reservations at 262-472-1175.
b. For athletic spaces, contact Recreation Sports and Facilities at 262-472-1145.
2. Tentatively Reserve the Campus Space
a. Spaces will be held for groups who reserve the spaces and follow all necessary steps to use the space (event advising, alcohol use approval, catering, and/or special event regulations, as appropriate).
3. Review the Special Event Policy and Create your Timeline Below
a. The full Event Policy can be accessed on the Policy Library

Your Event Date: ________________ (fill in the deadline column below based upon your event date)

	Event Process Timeline and Worksheet
	
	
	

	Time Needed Prior to Event
	Details
	Communication
	Deadline

	45 Days Prior
	Approval by University Police of any event with 450 or more attendees (requires additional staffing)
	PD notified through reservation process
	

	Around 21 Days Prior
	Meeting with Event Advising Staff
	Invite sent by Room Reservations; Sponsor select appointment time
	

	21 Days Prior
	Activity Reservation Form submitted to UC Room Reservations/Building Supervisor, UW-W PD, Sponsor, Student Organization Advisor or Department Head
	Final details sent to be confirmed and entered into 25Live
	

	14 Days Prior 
	Police/CSO Staffing needs confirmed with quote for expenses
	PD reaches out to Sponsor to confirm and provide quote
	

	7 Days Prior
	All Sponsors working event complete Online Event Management and Safety Training
	PD sends training link to primary sponsor to disseminate
	

	Day of Event
	Attend Pre-Event Meeting
· Make Introductions
· Assign Staff Locations and Tasks
· Review Emergency Procedures
· Share Agenda for Event
· Share Event Limitations (capacity, alcohol, guests, etc.)
· Distribute Nametags/Staff and Sponsor Identification
· Share Plan for Attendance Tracking
	All individuals working event (including CSOs, UW-W PD, Sponsors, Building Managers, Advisor)
	

	14 Days POST Event
	Billing completed and sent to sponsor
	University Departments (PD, Catering, Facilities, etc.)
	

	30 Days POST Billing
	Payments completed
	Sponsor completes payments
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