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EVENT PLANNING CHECKLIST (Evenings, Weekends and Holidays)

This checklist is to assist you in planning an event.  It gives you contact information for each department involved.  Please make appropriate arrangements with these departments.  To confirm your room reservation, return this form to MDL along with documentation regarding cafeteria food service, authority to serve alcoholic beverages, post event clean up by the university custodial contractor and university security department clearance. MDL will confirm your reservation once this has been completed. If completed forms and supporting documentation are not returned within one week, the room(s) will be made available for others to reserve.

                                     MDL REVIEW and VERIFICATION 

1. Room Reservation Form attached (USUHS Form 4104)?   ____________________________

2. Security Requirements Completed? ______________________________________________

3. Food Service Completed? (Contract with Cafeteria Manager)__________________________

3b.Use of an outside caterer? (Written rejection from Cafeteria Manager) __________________

3c.Alcoholic Beverages? (Copy of approval, Office of President)_________________________

3d. Logistics/PMO? (Copy of USUHS FORM 5335-WorkRequest for chairs &tables) ________

4.  Environmental Safety Requirements Completed? ___________________________________

5. Custodial Clean up? (Copy of e mail to and reply from Facilities) ______________________________________________________________________________

Room Confirmed /Cleared by MDL:    ______________________________________________________
(Print Name, Date and then Sign)
Original to University Sponsor
Copies to:
MDL-File
Director Security
Cafeteria Manager
University Cafeteria Officer
Facilities/Deputy Director
Logistics/PMO
Post Restaurant Fund Custodian (if outside food caterer)
RESPONSIBILITIES OF THE UNIVERSITY SPONSOR:

1. MDL:
Room Reservation Form completed (USUHS Form 4104)?  ______Yes       ______No
If “yes”, circle one or more of the following:  Sanford Auditorium, Conference Rooms, Lecture Halls, Lobbies of Buildings, Breezeway, Outdoor Amphitheater, Courtyard, Small Dining Room, Main Dining Room, Board of Regents Room (Schedule with Office of the President)

Have you reserved extra audio visual equipment through MDL?  ___Yes    ____No, not needed
Do you need audiovisual support (ex: a projectionist)?   ________Yes        ________No

2. Security Requirements:	
All functions held after normal duty hours, on weekends or holidays must be coordinated with the USUHS Security Office.  University Security is a contract operation; there will be a charge if additional security guards are required.  To obtain information regarding the requirement, cost, and arrangement for guards contact the USUHS Security Office at 295-3655.

University Security Office will advise of any additional requirements for clearance of personnel at the installation gates. 

Verified by:  ____________________________ USUHS SECURITY DEPARTMENT
                        (Print date, name and then sign)

3. Food Service:
The university sponsor of an event should call (and then visit) the university Cafeteria Manager at (301) 493-6554.  A contract will be prepared for the desired food service. Bring a copy of the contract to MDL.

3b. Use of an Outside Caterer
If the Cafeteria Manager determines the staff cannot provide the food service, the sponsor will be given a written rejection. A copy of the rejection must be brought to MDL.

The university sponsor is required to pay the Post Restaurant Fund 10% of the total cost of the outside contractor. (The Post Restaurant Fund (PRF) receives its’ funding from sales of the cafeteria, and then supports among other things, replacement equipment for the university cafeteria kitchen.) 

A copy of the outside catering contract must be brought to MDL.

A check made payable to “USUHS Post Restaurant Fund” must be brought to the PRF Custodian of Funds, phone number 295-3924 , not later than the day after the event, unless other arrangements are made with the PRF Custodian.

3c. Alcoholic Beverages 
(Will only be served by the USUHS Cafeteria staff and usually after regular duty hours.)
Alcoholic beverages must be authorized in writing by the Office of the President.
Contact Tel: 301 295 3013
Bring a copy of the authorization to MDL. 
Please provide a copy to the university Cafeteria Manager.

3d Additional Chairs and Tables
Make arrangements with Logistics Property Management Office, Room G055.

4. Custodial Clean Up
University sponsors of events after normal hours and on weekends or holidays must make arrangements with the university custodial contractor to clean up (vacuum; shampoo spills; clean and restock restrooms). The sponsor is required to provide payment to the university custodial contractor. (Federal funding cannot be used for non university events taking place after hours, on weekends or holidays).

Send an e mail to Facilities at www.shilleary @ usuhs.mil with the following data: 1. date and time period; 2. location(s); 3. number of attendees; 4. type of event, to include food service; 5. name, phone number and USUHS organization of sponsor.
Contact Tel: 301 295 3045


Bring a copy of your e mail and Facilities reply to MDL.
