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	Event File Checklist
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Forms-Files (to be completed, signed and returned)






NA
	
	Request for Services
	

	
	Proposal
	

	
	Proposal / Contract signed by Dean
	

	
	Proposal / Contract signed by Client
	

	
	Summary of Services signed by Client
	

	
	Copies of Proposal made and given to Provost Office, Campus Police
	

	
	Tax Exempt Status Certificate (if client is tax exempt)
	

	
	Event Facilities Request Detail
	

	
	ACC Facilities Request Form
	

	
	TABC Approval Letter to Administration with copies of TABC Letter of Approval and TABC Application (signed by all parties)
	

	
	TABC Permit
	

	
	Quotes by all vendors (if over $1000 must receive bids from 3 vendors) or have a Sole Vendor Sheet
	

	
	Time and Action or Production Schedule
	

	
	Labor Schedule
	

	
	TABC Certificates (copies) for all bartenders
	

	
	Invoice (Datatel) sent to client on _______________________ (date)
	

	
	Complete page 2 of Request for Services
	

	
	Event Expense Sheet
	

	
	Transmittal and Deposit
	


NOTES

All above forms and files are complete and placed in folder

____________________________________________

______________________________

Checked by






Date
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