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RLHS-WEST CAMPUS REGISTERED PARTY PLAN 
 

Must be submitted for approval to the Residence Coordinator  
at least one week before the registered party is to occur. 

 
 
Host Group Name:_________________________________________________________________  
 
 
Event Date:_________________ Start time: _______________ End time: _______________ 
 
 
Registered event space(s):____________________________________________________________ 
 
Please refer to the Registered Party Plan Supplement for specific information pertaining to use of the 
registered event space from the Residence Coordinator. 
 
 
Risk Management: Host Groups and their Party Monitors are responsible for taking appropriate measures 
to promote the safety of Guests while attending the party.  Please attach additional pages as necessary to 
outline precautions the Host Group will take before, during, and immediately after the party to mitigate 
potential risks. 
 
 
Attendees 

 
Expected number of attendees (including Group Members and Guests): 
 

 
Food and 
Beverages 

 
Food and Non-alcoholic Beverages available for Guests: 
 
 
 
 
If serving alcohol, it will be provided by (circle one):     
 
University Supplied Bartenders           BYOB 
 

 
Party 
Monitors 

 
There must be at least one certified Party Monitor on hand for every 25 guests at the party. 
Party Monitor Training is coordinated through the Alcohol and Substance Abuse 
Prevention Center.  The satisfactory completion of Party Monitor Training will be 
confirmed by the Residence Coordinator prior to the party.  Please attach a separate list of 
Party Monitor names and signatures. 
 

 
Bystander 
Intervention 
 

 
How many members of your organization have completed Bystander Intervention 
Training?: 

 
Party 
Theme 
 

 
Please describe your party theme here: 
 

 
Music and 
other Noise 
 

 
Will there be amplified sound?: 
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Fire Safety 
 

 
All party decorations must comply with the Fire Code and other applicable University 
policies.  Decorations must be approved in advance by the Residence Coordinator.  Please 
describe your requested decorations here: 
 
 
 
 
Party Monitor locations for monitoring traffic flow and evacuation routes: 
 
 
 
 
 

 
Clean up 

 
The registered event space (including both indoor and outdoor areas) must be returned to its 
original condition as directed by the Residence Coordinator.  This includes removing all 
party decorations, taking recycling and trash to the appropriate locations outside of the 
residence hall, returning any borrowed trash cans to their original locations, and cleaning 
up liquid spills (however, the RA should be contacted regarding any bodily fluids).  The 
Host Group will be financially responsible for any damages incurred and/or excessive 
cleaning required in areas utilized by Group Members or Guests during the party. 
 
The Host Group will request standard cleaning supplies to be provided by the RC (circle 
one):  Y    N 
 
Clean-up must be completed no later than (determined by RC): 
 

 
 
It is the responsibility of the Host Group to distribute this information to all relevant individuals, including 
Group Members. 
 
 
President (signature):_________________________________ Date:____________________ 
 
 
Party Planner (signature):______________________________ Date:____________________ 
 
 
RC Approval (signature):_______________________________ Date:____________________ 
 
 


