EventPlanning Tips

Event Planning Tips & Basics

Students- If you are planning an event on campus, please fill out the studentevent planningform to
start the student event consultation process.

Develop Goals and Objectives

Establishing goals and objectives foryour event/meeting can be made easy by asking yourself/group the
following questions: (Note: These should be measurable)

What isthe purpose of this event/meeting? How doesitaddress a need oncampus?
What type of event/meeting willthis be?

What are the desired outcomes of this event/meeting?

Who isthe intended audience? Estimated number of attendees?

What value does this event/meeting bring to the overall university community?

Doesan eventlike thisalready exist? Isthere an opportunity to collaborate with another
organization to expand the reach of the event?

Make a checklist coveringall details of your event/meeting.

Create a cleardefinition of planningroles, timeline, and communication

Selecta Date, Time, and Location

Planyour eventasfarinadvance as possible.

Check the University Events calendarto ensure youreventdoesn’t clash with anotherlarge
eventoran eventwithasimilartheme hasn’t already been done that semester
Selectatleasttwo dates, one preferred and one alternate date. Considerrain back-up locations
if your eventisoutdoors.

Selectatime that will work best foryourintended audience.

Be sure to budgetinsetup and teardowntime

High-impact events (those including 250 external attendees or political/media presence) are not
allowed onthe following dates:

o NewYear'sDay o Fall Block Party

o Martin LutherKing Holiday o Labor Day

o President’s Day o Veteran’sDay

o SpringBlock Party o The Wednesday before

o SpringBreak Thanksgiving through the

o Commencement Week Thanksgiving weekend

o Memorial Day o Theweekofthe Holiday Break
o Independence Day through New Year’s Day

o New Student Convocation

Selectalocationand use EMS (AHEC or CU) to confirm availability. *Note:youdonotneeda
logininorderto view availability
o Besureto considerthe following when selectingalocation:
= How many people willbe inattendance?
*  What type of space will youneed?


https://ucdenverdata.formstack.com/forms/student_event_application
http://dillon.ahec.edu/EMSWebApp/Default.aspx?data=5BtDNigiZmYcBDtEfk61NA%3d%3d
https://schedule.ucdenver.edu/emswebapp/

= Willyou have any equipment requirements?
= Chairs
= Tables
= Audio-visual
= Do vyouneedadditional time tosetupandload out?

Establish a Budget

Establishingabudgetearly on provides asolid foundation forany event or meeting. Consider the
following with establishing your event/meeting budget:

Facility rental costs

Housekeeping

Equipment rentals (chairs, tables, audio-visual needs, etc.)
Design and Printing for promotional materials

Catering- askforbidsand don’t confirm, close the loop once decisions are finalized
Giveaways- These mustbe in branding compliance.
Shippingand Service Fees

Décor

Security & Access to the space

Entertainment

Travel and accommodations

Parking

Insertsample budgets

Procurement/Purchasing

In orderto purchase anything foruniversity events, the proper process must be followed outlinedinthe
requirements from Student Life. This affects whatyou can buyand how you can buy it.

Information that will be required to make purchases:

Eventname and purpose

Agenda/schedule

Time/date/location

List of attendees and relationship to university or can categorize attendees (100students, 10
faculty...)

Any promotional materials

Plan the Logistics

Insert sample checklist

Reference the Event Resources page for more information on how to planan eventon campus
Registration- will the event be free orfora fee? Do you needto collectinformation on
attendees?

Eventdiagram- Considerattendee flowand event purpose

Setup types- theatre, classroom, banquet, boardroom, hollow square, u-shape

Catering Guarantees- submitting final numbers

High-Impact events- If yourevent will include more than 250 external attendees ora political or
mediapresence, please email events@ucdenver.edu to start the event notification process.



https://www1.ucdenver.edu/offices/ucomm/brand/visual-identity/color
mailto:events@ucdenver.edu

e Third party insurance (link to policy)
Rememberto always reference yourevent purpose when designing yourevent. Does the designalign
with yourgoals?

Develop a Marketing Plan
Informingyourintended audience of your event/meetingis one of the mostimportant elements of
planning. Be sure to considerthe following:
e Whatisyour primary message? Doesyoureventtitle reflect your message and event purpose?
e What formatwill you use to informthe intended audience of your event/meeting?
o Invitation
Email

O

o Flyer/Poster

o Digital signage
o Social Media

o Other

e Willyouneeddesignand printing assistance?

Develop an Event Agenda
Planning how yourevent/meeting willrun priorto the eventisthe best way to ensure success. Besure
to planthe following:

e Selectapointpersonforthe day of the event/meeting.

o Ifthere will be a team of people helping with the event, make sure everyone knows
whattheirroleisand the expectations forthe event/meeting. Share thisinformation
with the teama minimum of three days priortothe event.

o Havesomeone otherthanthe point personassigned astotrouble shooting. If things
don’tgo as planned. This personisthe go-to foranswers.

e Createatimeline forthe orderof tasks/activities during event/meeting.
Insert sample agenda/timeline

Tie-up Loose Ends and Last Minute Details
Tie-up any last minute detailsand loose ends at least one week priorto your event/meeting date.
Reconfirmall of yourvendorsto ensure everyone is on the same page.

Double Check

Double check, triple check, and look overyour checklist one more time to ensure no detail has been
overlooked. Checkit one more time for good measure. Develop acontactlist forthe day of yourevent
to reach yourvendorsif needed.

Evaluate
Evaluate how your event/meeting went. Ask yourself/yourteam the following questions:
e Didthisevent/meeting meetthe setgoalsand objectives?
e Whatwentwell?
e Whatdidn'tgowell?
e What will be changed forthe nextevent/meeting?



e Ifpossible, develop asurveytodisperse to attendees

Event Resources

Event Resources at CU Denver

The University of Colorado Denver provides several logistical support resources forevents on campus.
The majority of schedulingis done through EMS Scheduling Systems. Additionalinformation about what
isavailable toyou and yourevent on campus isoutlined below.

Students- If you are planning an event on campus, please fill out the studentevent planning form to
start the studentevent consultation process. University Events can advise on which services will be

required foryoureventonce youreventisreviewed.

Procurement/Purchasing- Required First Step
In orderto purchase anything for university events, the proper process must be followed outlinedin the
requirements from Student Life. This affects whatyou can buyand how you can buy it.

Information that will be required to make purchases:
e Eventnameand purpose
e Agenda/schedule
Time/date/location
e List of attendeesandrelationship to university or can categorize attendees (100students, 10
faculty...)
e Anypromotional materials

Once your event has been approved by University Events, connect with Student Life immediatelyin
orderto start your purchasing process. Students are not allowed to sign contracts or complete
purchases for university events.

Space Reservations- please reference the detailed venue recommendations page forunique venue
ideastofit youreventneeds.

Considerations when making reservations:

e Thefacilityis available and suitable forthe event;

e Theresources (staff, equipment, parking, etc.) are available;

e Theeventwill notconflict with otheractivities already scheduled; and
e Thereissufficienttime to properly prepare the facilities.

e Speedtype entry: studentorgs@ucdenver.edu

Optionsto consider:

AHEC

e CU DenverSpaces
Outdoorspaces
Off-campus events


https://ucdenverdata.formstack.com/forms/student_event_application
mailto:studentorgs@ucdenver.edu

How to Book Space

The University of Colorado Denver offers many wonderful venues foryou to host an event. The majority
of ourschedulingis done through EMS Scheduling Systems. Forvenue specificspaces you can reserve
and locate additional information regarding individual space atthe link below:

CU Denver: EMS

Additional Questions Contact: events@ucdenver.edu

CU DenverBuildings (booked in EMS)

- StudentCommons

- North Classroom— Contact (kristie.siedlecki@ucdenver.edu)
- CU DenverBuilding

- Lawrence Street Center

- CU Business School

CU Denver Wellness Center

- Reservations are submitted through Reservation Request Form

- Additional Questions Contact: SWCreservations@ucdenver.edu

AHEC: EMS

Additional Questions Contact: acesmaindesk@ahec.com

AHEC Run Buildings (booked in AHEC EMS)

- TivoliStudent Union
- St. Cajetan’s

- Aurarialibrary

- PEEventCenter

Ideal Event spaces for...

- Receptions:
o Lawrence StreetCenterTerrace Room
o StudentCommons 2500
o StudentCommons 1401
o CityCenter(jessie.zemetra@ucdenver.edu)

- Meetings:
o StudentCommons 2018 /3018 / 4018 / 5018


https://schedule.ucdenver.edu/emswebapp/
file://///porsche/chan/EVENT-OUTREACH/EVENT%20SERVICES/Event%20Website%20-%20Sitefinity/events@ucdenver.edu
https://ucdenverdata.formstack.com/forms/reservationrequest
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mailto:acesmaindesk@ahec.com
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o CU DenverBuilding 340/ 440
o Business School 4500
o NorthClassroom 1312 /1313 / 1314 / 1316

- TheaterStyle Seating:
o StudentCommons 2600
o StudentCommons 1500 or 1600
o North Classroom 1130
o Lawrence Street CenterTerrace Room (levelseating)

- OutdoorSpaces:
o StudentCommons Patio Larimer
o StudentCommons Patio West
o CU DenverSports Field
o CU DenverWellness CenterPatio

- TablingEvents
o LynxCenter(tablingrequestform)
o North Classroom Atriums
o CU BusinessSchool Lobby (does Lindawant us to have available?)
o CU DenverBuildinglobby (can Kaden accommodate? Would Jessie at City Center offer
an opportunity?)

For pictures, capacity, and set-up - additional information can be found on EMS. Users do not need to be
loggedinto EMS. Information can be located on the left banner > Locations tab > filter by building.
Hoveroverand clickthe room name for additional details.

Audio-Visual Support

Audiovisual supportincludes your event details such as presentations, projectors, microphones, sound,
internetaccess, video recording and web conferencing. Complimentary guest wifiis available
throughout campus.

Eventheldin CU Denver Space- Book through EMS or call 303-315-4357

Eventheldin AHEC space- Book through Event Coordinator at acesmaindesk@ahec.com

Facilities Management

Facilities Management helps to provide the following services in CU Denver spaces which are available
for bookingthrough EMS or by calling 303-315-7777.

e EventSetupServices & Equipment Rentals- tables, chairs, coat racks, trash cans

e Housekeeping-pre and post event cleaning, post-event meal trash pickup (required forall
events with food)

e Accesstorooms


https://forms.ucdenver.edu/secure/lynx_center_tabling_request_form
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Marketing

In orderto successfully advertise your event to youridentified campus audience, the following options
are available:

e University Events Calendar
e University Communications- event postings, CUDenver Today newsletter, social mediafeatures

o Weekly Campus Happenings Newsletter

e Digital signage
o LynxCenter
o BusinessSchool- email Rebecca.Ward@ucdenver.edu
o StudentCommons-email ucd-oit-cud-digitalsignage @ucdenver.edu and
dc facilities dispatch@ucdenver.edu
e Tabling-
o LynxCenter- https://forms.ucdenver.edu/secure/lynx_center tabling request form
o North Classroom- Atriums Band C are available for Student Orgtabling. Submita
requestforthose atriums through EMS
o Tivoli-email acesmaindesk@ahec.com
e Posters-please reference university poster policy. Postersin CUDenver buildings must be
posted on boards and not on walls ordoors.

Printing Services

Printing services can assist with design and printing of posters, invitations, yard signs, agendas and
more. This isthe preferred method to ensure university branding requirements are met. Contact
printing.services@ucdenver.edu for quotes and more information.

Event Registration

Dependingonthe style of your event, consideringif attendees should registerin advance isimportant.
This can helptoindicate the amount of food to order, numberof chairsto set up, how to staff check-in,
etc. Thiscan be asimple Google Form orcan be more complexif youneedto collectaregistration fee.
If collectingaregistrationfee is part of your event plan, speak to Student Life immediately tolearn more
about policiesand requirements.

Catering

Events heldin CU Denverbuildings are notrequired to use a certain list of approved caterers. However,
all caterers must provide a Certificate of Insurance when providing their services foran event. The
requirementsare listed here and questions can be directed to urmucddirs@cu.edu.

Events heldin AHEC controlled buildings are required to use an authorized caterer whichis listed in their
website.
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When contacting caterers, itis important torequest a quote only and not commit until you have
compared all quotestoyour budget. Whenrequestingaquote from caterers, include:

e Date, time, location, of yourevent

e Menuideasandbudgetlimits

e Type of service-fullservice, delivery-only, reception, buffet, plated meal, etc.
e Delivery &teardowntimes- be specificbased onyour room reservation

Once you have reviewed all quotes, be sure to fully confirm your catererviaemail and tell the other
caterers that you have selected someone else so they can release yourrequest. Remember, students
cannot sign contracts for events, only Student Life professional staff can complete this task.

Bake Sales on Campus- Bake sales are allowed if products are individually packaged or provided by an
insured entity such as a caterer.

Parking Services- AHEC

Depending onthe complexity of your event, coordination of parking for guests orvendors may be
required. AHEC Parking Services manages parking on campus. Call 303-556-2000 for assistance.

These servicesinclude:

e Reservingparkingspaces (i.e. parking meters forvendors or speakers)
e Parking Attendants- forlarge scale events with several hundred guests
e ParkingPasses- parking for guests paid for by the event organizer

Event Check-In & Attendee Lists

In orderto comply with purchasing requirements, all student events must have acheck-in processto
record who wasin attendance. Plantoincorporate thisintoyoureventflow to capture:

e Name
e Affiliation (student, staff, faculty)
e StudentID

e Email Address
e Otherinformationforfuture eventuse (i.e. how did you hearabout us?)

A greatresource to students forcollecting registration is through MyLynx Online Student Involvement
Platform. MyLynx allows for mobile check-in forall attendees.

e Using MyLynx requires prioreventsetup
e Onceyoureventisapproveditwill generate an EventPin

e Using CheckPoint APP, registration staff can access the Event Pinand scan attendeesintothe
event

No Internet! MyLynx can accommodate post event check-inforStudentID’s that were manually
collected.


https://www.ahec.edu/services-departments/parking
https://ucdenver.presence.io/
https://apps.apple.com/us/app/presence-checkpoint/id575538327

Post-Event Surveys

Followingyourevent, itis best practice to provide asurveyto yourattendeesto make notesforfuture
eventimprovement. Thiscanbe a paperform as yourguests are leavingthe event. It can also be
completed electronically at the event oremailed afterward.

CU Denver usestechnology such as Formstack and Qualtrics for electronicsurveys. However, other
options such as Survey Monkey or Google Forms could also be utilized.

Additional Event Considerations

The followingitems are best practices to also considerforyour event:

Accessibility- how can you endeavorto make your eventinclusive to all studentsincluding those
with physical or cognitive disabilities? If you have questions related to accommodations you can
make for your event contact Disability Resources and Services at(303) 315-3510 or
Disabilityresources@ucdenver.edu
PublicSafety & Risk Management- will youreventinclude a controversial subject? Are you
incorporating aunique aspect that may require studentsto sign awaiverto participate?
Contact University Eventsin ordertoincorporate University Police or University Risk
Managementrepresentatives as needed.
High-Impact Events
Will youreventinclude any of the following?

o 250 guestswho are not affiliated with the university

o Mediapresence- Newspaper, News Station, radio, etc.

o Political representative, dignitary, or distinguished guest

If so, please email events@ucdenver.edu to start the event notification processand to receive
furtherguidance on eventrequirements.

For additional questions and resources regarding events on campus you may contact University Events
at events@ucdenver.edu.
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Disabilityresources@ucdenver.edu
mailto:events@ucdenver.edu
mailto:events@ucdenver.edu

University Policies

Students need to be aware of the following university policies when planning events. Not every policy
will apply to every event, but refer back to this sectionfromtime totime in order to ensure thatyou are
followingthe guidelines.

Below are quick overviews of CUDenver policies related to events with links to the complete policies. In
addition, AHEC hasits own policies with regard to eventsinthe spaces that they control. Click here to
view the Auraria Campus Event Services Policies and Procedures.

Facilities Use by Employees and Students

Summary: Facilities and services available at the University exist for the purpose of supporting the
campus mission of education, research, publicservice, and patient care. Use of University facilities by
University employees or students is prohibited forcommercial, personal, or private financialgain. In
short, make sure your use of University space is forstudent org business, not for personal reasons.

Use of Facilities by External Agencies

The Facilities and Outdoor Spaces of the University are primarily for use by its students and University
Departmentsforactivities and programs that are directly related to the basiceducational, cultural,
recreational, and on-campus organizational activities. External Entities may schedule Space, Facilities, or
Outdoor Space at the University provided thatall campus commitments for space have been metand
thereisa Co-Sponsoring Department. Arental fee for use of University facilities, space, and orservices
shall be chargedto all External Entities and the co-sponsoring department or group will be responsible
for any unpaid expenses. Any external entity wishing to use Facilities or Outdoor Space governed by this
policy shall enterinto aRental Agreement. “Fronting”, orbooking space for the sole purpose of making
it possible foran external entity touse itinyourgroup’s name is prohibited.

For AHEC-controlled space, student organizations must disclose the nature of the relationship between
the org and the external entity to determine pricing and responsibility for the event. In most cases, the
co-sponsoring department/organization is required to make all arrangements for the event with ACES
(AurariaCampus Event Services) and assumes full responsibility for the event. Itis often simplertodirect
the external agency towork with AHEC directly for rental space.

Posting Policy (AHEC)

Summary: Posting of announcements, handbills, posters, advertisements, fly ers or printed material of
any kindis prohibited everywhere onthe Aurariacampus, excepton authorized kiosks, bulletin boards,
and otherexpressly designated areas. Inthe Tivoli Student Union, flyers advertising on-campus may be
posted onthe UNPAINTED brick pillars and on the glass surfaces of the building entrance doors (avoiding
the vinyl letters on the glass.)

e Onlyoneflyerpersurfaceisallowed.
e Flyersmayonlybe posted onthe unpainted brick pillars up to one week in advance of the event.
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e Flyersmayonlybe posted onthe glass surfaces of the building entry doors on the day of the
event.

e TheTivoli Student Union staff may relocate flyers to avoid damage; or to ensure ingress/egress
fromthe building.

e Flyersmustbe advertising open events (not products orservices, etc.)

Materials must be removed by the party postingthem within 48 hours afterthe advertised event has
occurred.

Chalking, tagging, painting or marking of any kind is prohibited on all Auraria buildings, grounds and
facilities. Water soluble chalking is permitted on the ground level (sidewalk) exterior entries, to
advertise special functions (sponsored by campus departments & recognized organizations and taking
place on the campus) on the day of the event. Chalkingis only permissible on the horizontal concrete
ground surfaces (noton walls, brick surfaces, etc.) and must not be on the elevated step entries.

Posting Policy (CU Denver)

Onlyflyers, signs and notices that are mission related are allowed. A mission related announcementis
onethatisin connection withthe education, research and community service missions of this institution
that are sponsored by faculty, staff or recognized student organizations. Posting procedures may vary
based on the particular building, its layout, and the function(s) of the facility. Students should contact
the CU Denver Facilities Management Office at 303-315-2205, DenverCampusPosting@ucdenver.edu or
the Facilities Dispatch at 303-724-1777 for questions and approval to postflyers, signs and notices in CU
Denver-controlled buildings. The Lynx Center manages the posting of handbills on the bulletin boardsin
the Student Commons Building. In the Business School Building, postings, signs, and notices require the
approval of the Dean (ordesignee).Business School postings, signs and notices should be related to the
mission of the Business School and/or needs and interests of its students and faculty.

The display of event-related bannersinthe North Classroom Atriums is managed by the Office of Events.
Please contact events@ucdenver.edu for more information. To display bannersin the Tivoli stairway
(nearthe CareerCenter), Student Life at studentlife@ucdenver.edu.

The Lola and Rob Salazar Student Wellness Center hasits own publicsignage board and policies
regardingits use.

Flyers and posters are neverto be taped to walks, doors or windows.

Alcohol Policy

Students may not attend eventsinwhich alcohol is served orsold unless attendance is pre -approved by
the vice chancellorforstudent affairsin consultation with the dean of the school or college hosting the
event. Student organizations cannot serve alcohol at events.

Photo/Film/Video Policy (CU Denver)

CU Denverhasa Film Advisory Committee that reviews requests to film and take photosin CU Denver
buildings and oversees the permitting of these activities. Any time mediais expected to participate in
student orgeventsoractivities the University’s media relations manager must be notified
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(meme.moore@ucdenver.edu). Please submit requests at least one week in advance to allow time fora
complete review.

The application fora permitto filmin CU Denver buildingsis located in the EMS room scheduling system
- https://schedule.ucdenver.edu/emswebapp/ - You must have an account to access the system and
create a reservation. Students may request an accountand they are usually approved within one totwo
business days.

Use of Drones for Photography (CU Denver)

All use of UAS (unmanned aircraft systems —AKA drones) forany purpose by University faculty, staff,
students, orthird parties on University property, including but not limited to recreational or hobby flight
of aircraft, is prohibited. AHEC has different policies regarding drones fornon-CU Denver property. See
below formore information.

Photography/Advertising/Videography on Campus (AHEC)

Auraria Campus Event Services reviews and gives permission to campus organizations that submit
requests toadvertise ordo photography/videography on campus. Itisimportantto ensure that there
aren't othereventsscheduled during the requested photo shoot times to avoid disruptions.

Visittheirwebpage by clicking on the link above or call 303-556-2755.

High Impact Events with Political and/or Media Presence

A High Impact Eventis an eventthat utilizes large or numerous areas of campus, is bringing or likely to
bring a significant number of external visitors to campus (>250), involves elected officials or high-profile
individuals, orany eventthatis likely toimpact University operations because of safety/security
concerns or significant media presence. For example: visits by political candidates, elected officials (i.e.
President Obama’s Auraria visitin 2010); outdoorfood/beverage festivals (Top Taco on Auraria in 2016);
or a conference that utilizes numerous classrooms or spaces.

Any event meetingthe criteria outlined above must receive approval from University leadership before
being held. Student organizations are responsible for notifying the Assistant Dire ctor for Student
Organizations as soon as possible if any of the above conditions apply.

Duringelection season, student organizations may wantto bring political candidates to campus. Thisis
permitted as long as the Auraria Campusand/or CU Denverare given advanced notice and can ensure
publicsafety. Please contact the Assistant Director for Student Organizations or the Office of Eventsas
early as possible if thinkingaboutinviting a political candidate.

Occasionally, a political campaign will reach outto student organizationsinan attemptto get accessto
the campus. Please be aware of your responsibilities as the hosting organization before agreeingto plan
acampaignevent.

Amplified Sound

Campus amplified sound guidelines can be found within the Auraria Campus Event Services Policies and
Procedures document. Amplified sound can occur Monday through Thursday from10am to 10pm, and
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must be associated with ascheduled event. Amplified sound will only be allowed in one zone atany
giventime, and cannotinterfere with interior oradjacent events. Contact ACES for more information at
303-556-2755.

Purchases for Events

As arecognized student organization at CU Denver, you have the ability to request funds for events. The
Office of Student Life has policies and procedures for making purchases using studentfeemoney. Afew
general rulestokeepinmind:

- Itemizedreceiptsare required forall purchases regardless of the dollaramount.

- Atipcannot exceed 20% of the actual cost of services orgoods.

- The Universityis tax exempt. Be sure toinform the vendor up front to avoid having to remove
tax later.

- You may notsignany contracts.

- Provide asign-insheetorlist of attendeesforeach eventto show who attended. Indicate
whetherthe attendees are students, facultyor staff.

Terrace Room Policies

The Terrace Roomon the 2nd floor of the Lawrence Street Center (1380 Lawrence St.) is a unique space
at CU Denver. Forone, this space has a $300 rental fee forall users, including students. Thislarge
conference roomisequipped with state of the art audio visual capabilities and can be set in different
configurations. Can be reserved in EMS.

Campus Catering Policies (AHEC)

The Auraria Campus requires thatauthorized caterers be usedin these buildings when serving 35 guests
or more. Neighborhood buildings, including North Classroom, the Lolaand Rob Salazar Student Wellness
Center, Student Commons and CU Denver buildings across Speer Boulevard do not have restrictions on
caterers.

Recognized student organizations and the Student Activities/Life Offices which schedule open cam pus
events may be exemptfromthe exclusive catering option, provided the following conditions apply:

1. Food items are to be distributed, not sold.

2. Food items are limited to single serving, pre-packaged chips, pretzels, crackers, and candy or other
items as approved by the Director of Student Facilities Services ortheirdesignee.

3. Beverages are limited to single canned, single serving sodas, ice teas, and fruit drinks. Glass bottles
are notallowed.

4. Any required licensing, insurance or associated fees are the responsibility of the sponsoring
organization.


http://www.ucdenver.edu/about/WhoWeAre/Chancellor/ExecutiveTeam/OutreachEvents/Documents/2018_Terrace%20Room%20Policies%20and%20Procedures_4.4.18.pdf
https://www.ahec.edu/files/general/Policy_Catering_Policy_Event_Services.pdf
https://www.ahec.edu/files/general/Authorized-Caterer-Locations.pdf

Bake Sales

The sale or distribution of food or other productsis not allowed, except as outlined below Student
organizations may conduct bake sales frominfo table locations whichincludethe Madre Square sites,
the North Classroom Atriums, Event Center entryway and Lynx Centerin the Student Commons Building.

Bake sales are not allowed at otherlocations. Foods that must be temperature controlled are not
allowed.

City & County of Denverregulations must be adhered to. Itis the responsibility of the sponsoring
organizationto ensure that they are compliant with these regulations, including but not limited to food
handlers permits, preparationin approved facilities, pre-packaging, etc. Student organizations are
responsible for getting pre-approval from Student Life and should recognize that additional limitations
or conditions may be required by those offices. Sponsorship of commercial companiesis not allowed.
However, re-saleand/or distribution of commercial baked productsis permitted provideditis notin
conflict with the goods or services of current official lease holders, contractors and/or AHEC’s Auxiliary
Programs.



