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Alcohol Application Flow Chart 

  Event Planner Submits Application 

Application received via email 
(Ginger Peck, Erin McGinnis, Anthony Kelly-Glasoe, Rebecca Farris, Mary-Lou Yeomans, 

Cyndi Ris, Makenzie Landis) 

Events Manager reviews application and 
determines if the event is internal or 

External/Partnered/Hosted 

Internal – Events Manager 

Events Manager forwards application to 

Conferences Manager if 

External/Partnered/Hosted or South Hall 

 Is the space reserved in R25? 

Add the Wine & Beer Service 

Application Rec’d Resource to R25 

Booking (notifies Greg Premo) 

Kick back application to event 

planner and instruct to reserve 

space in Scheduler and 

resubmit alcohol application. 

Was Conference Manager aware of 

the event? 
Connect with meeting planner 

Add the Wine & Beer Service 

Application Rec’d Resource to R25 

Booking (notifies Greg Premo) 

Forward Application w/ messaging 

(located on back) to Dean/Director for 
Approval 

Forward Application w/ messaging 

(located on back) to Director of Auxiliary 

Services 

 
Approval Received? Approval Received? 

Let requestor know and add 

Wine & Beer Service Application 

Denied Resource to R25 

Booking 

Let meeting planner know and 

add Wine & Beer Service 

Application Denied Resource to 

R25 Booking 

Forward Application w/ messaging 

(located on back) to V.P. 

Forward Application w/ messaging 

(located on back) to V.P. x 2 (if applicable) 

Approval Received? 
Approval Received? 

Let meeting planner know and 

add Wine & Beer Service 

Application Approved Resource 

to R25 Booking 

Let requestor know and add 

Wine & Beer Service Application 

Approved Resource to R25 

Booking 
Forward Finalized Approved 

Application to original email 

recipients.  Add Wine & Beer Service 

Application Approved to R25 Booking 

Forward Finalized Approved 

Application to original email 

recipients.  Add Wine & Beer Service 

Application Approved to R25 Booking. 

Conference Manager connects with 

208 on behalf of client for service. 

Events Manager to review space 

request – look at best fit (located on 

back). 

If External If Internal 

NO 
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Messaging 
Message sent to Dean/Director along with FWD of the original application:   
Good Morning/Afternoon Name, 
 
The application below was submitted for alcohol service for the Event Name on Event Date in Event Location.  Do you approve this event and 
onsite staffing to be appropriate for alcohol service?   If you need more information, please check with individual planning the event. 
  
Please respond to this email with your decision.  It will then be forwarded to your Vice President or the Provost. 
 
Alcohol Policy 
Alcohol Application Flow Chart  
 
Message sent to V.P. along with FWD of the original application, and Dean/Director approval:   
Good Morning/Afternoon Name, 
 
The application below was submitted for alcohol service for the Event Name on Event Date in Event Location.  All applications must go through 
an approval process.  First the application was sent to the Dean/Director for their acknowledgement that this event is appropriate to take place 
with alcohol service.   Please see Dean/Directors approval is below (in forwarded email).   For final approval, the application is sent to the Vice 
President of the department (you).   Once we receive an email back with your decision we will continue with the process (see flow chart link). 
 
Please respond to this email with your decision. 
 
Alcohol Policy 
Alcohol Application Flow Chart  

Best Fit – Things to Consider 
 Noisy vs Quiet Events in Adjacent Space 
 Alcohol Event vs Minor Event in Adjacent Space 
 Competing Events, with same audience, at same time (High Holy Events) 
 Confidential or Events Sensitive in Nature (best location) 

Capacity for all events (Resource Availability, Staffing Availability, Parking Availability, Crowd Control Availability) 
Safety? Is the event signaling risk management questions? 
Appropriate space for Event? (Is the space large enough? In the right location?) 

 
 

http://www.plu.edu/diningandculinary/catering/alcohol-service.php
http://www.plu.edu/diningandculinary/catering/alcohol-service.php

