INTERNAL USE ONLY

Stony Brook Southampton Event Processing
Space secured

Facilites & UPD involved

	RATE CATEGORY
	Internal
	Internal/External
	External

	COST ASSESSMENT
	
	
	

	Custodial
	
	
	

	Police Officer
	
	
	

	Police Lieutenant
	
	
	

	Parking Attendant
	
	
	

	Grounds
	
	
	

	General Mechanic
	
	
	

	Supervision/Supplies
	
	
	

	Utilities
	
	
	

	Final Facilities Rate
	
	
	

	Theater Manager
	
	
	

	Fire Marshall
	
	
	

	Space Rental
	
	
	

	Housing Fees
	
	
	

	Total
	
	
	

	Deposit Amount:
	
	50% deposit due with signed Revocable Permit

	Balance Due
	
	Date Paid:


	ON-SITE CONTACT
	Primary
	Secondary

	Name
	
	

	Phone
	
	


Event Support requests submitted
_______Events Emergency contact list provided

___Advancement Approval Required

___Revocable Permit Required (2 months out):
Short Term
Long Term


Liability Insurance Received


Permit Submitted to group



Received



Submitted

___Alcohol Permit Required (6 weeks out)
 

Student Affairs Special Request to Cater Alcohol Submitted
 

Student Affairs Special Request to Cater Alcohol Approved



Site License Requested



Site License Received

___Media Permit Required



Liability Insurance Received


Permit Submitted to group



Received



Submitted


Waivers signed
3 WEEKS OUT

___Tent Permit w/Diagram Required




Submitted


Approved

___FIXIT Tickets Required (w/Diagram if needed)



Submitted

___A/V Request Required




Submitted

2 WEEKS OUT

___Food Permit Required



Submitted


Approved
___Additional Police Requested




Submitted


Approved

1 WEEK OUT

___Permit to Vend Required




Submitted


Approved
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