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Student Organization Event Coordinator 
 
-     APPROVAL PROCESS     - 
 

 Student organization event coordinator must be an SOAS Authorized Signer for the student 
organization and submit the completed Dance/Party Request form at least 28 days prior to 
the desired event date. 

 
 He/she agrees on behalf of the organization to follow the Facilities Use and Dance/Party 

policies. 
 

 He/she provides preliminary information regarding the event, including ticketing needs, 
room set-up, audio-visual, and/or food service requests. 

 
 He/she designates a faculty or staff advisor that will be present at the event and obtains their 

signature for the approval portion of the Dance/Party Request form, if necessary due to 
event procedure classification. 

 
-     EVENT PLANNING     - 
 

 Designated student organization event coordinator must meet with the Dance/Party 
Program Advisor, DPS Special Events Sergeant, and MUTO Box Office Coordinator in a 
pre-event meeting at least 2 weeks prior to the event date. 

 
 The event coordinator should be prepared to discuss methods of advertising and 

expectations on the number of event attendees, especially a U of M student vs. non-U of M 
student ratio.  All advertising for the event must include the facility access policy. 

 
 If attendees wish to include non-U of M students at their event, then an alphabetized, typed 

guest list by last name will need to be provided to the Dance/Party Program Advisor by 12 
noon the day of the event.  If the event is on a Saturday, the deadline will be 5pm on Friday. 

 
 Identify the specific students of the organization who will be assigned to the host positions 

required by the Program Advisor that help in supervision and crowd control during the 
event. 

 
 Provide detailed information on plans for entertainment, room set-up and decorations, 

audio-visual requirements, and any food service, beverage, or special needs. 
 

 The event coordinator will serve as the chief organization contact, or designate another 
authorized signer, for any changes or updates necessary after the pre-event and be present 
for a kick-off meeting held approximately 15-30 minutes prior to the event start to discuss 
final arrangements and responsibilities. 

 
-     TICKETING PROCESS     - 
 

 If the student organization event requires ticket sales, all procedures involved must be 
handled by the Michigan Union Ticket Office (MUTO). 
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 Student organization event coordinator must fill out the Ticket Set-Up Form, received at the 
pre-event meeting, and return it to MUTO no later than 2 business days prior to the desired 
on sale date.  All ticket type variations and prices should then be locked; however, 
exceptions may be made at the mutual discretion of MUTO and the student organization 
event coordinator.  A Ticket Set-Up Form will not be accepted from the student 
organization if submitted prior to the pre-event meeting. 

 
 Any time tickets, either complimentary or consignment (tickets organization will sell), are 

requested for pick-up, MUTO requests at least 24 hours advance notice.  Ticket pick-up 
requests are only honored the day of or after the on-sale date and during normal operating 
hours. 

 
 Ticket count requests may be done in person at MUTO or by e-mail to 

<ticketcount@umich.edu> and can only be given twice per day – once in the morning and 
once in the afternoon.  Only the Box Office Coordinator or scheduled MUTO student 
manager are authorized to supply this information.  E-mail responses will be supplied as 
soon as possible. 

 
 Any unsold consignment tickets issued, along with any money received from tickets sold, 

become the responsibility of the event coordinator and must be returned to MUTO by 5pm 
on Friday or 12pm on Saturday, whichever is the event day.  Failure to do so will result in 
the loss of those tickets for later sale during the event.  Any checks received for consignment 
sales must be made out to the Michigan Union Ticket Office and contain a valid phone 
number.  All deposits into the student account will be made once the event is settled. 

 
 Event coordinator must have all complimentary ticket requests complete by the kick-off 

meeting, held approximately 15-30 minutes prior to the event start.  The door admission 
price, however, must be set by 12pm on Friday for all events to be held that particular 
weekend. 

 
 Must ensure all communication and advertising with event attendees clearly explains ticket 

sale procedures on the night-of and capacity control measures (e.g. wristbands).  
Authorization is required on all advertising from the Dance/Party Program Advisor prior to 
distribution.  Guests must purchase and/or exchange their tickets for wristbands before 
MUTO closes – approximately 15 minutes before the event end time if at the Michigan 
Union and 30 minutes before for other venues. 

 
-      GUEST IDENTIFICATION & CROWD CONTROL     - 
 

 Student organization event coordinator will ensure that student organization hosts are 
properly monitoring guest behavior and adherence to Dance/Party policy guidelines. 

 
 The student organization event coordinator must assign positions for host placement during 

the event, usually stationed at main facility entrances, at the Michigan Union Ticket Office, 
at wrist-banding and checkpoint tables, and inside and around the room utilized – Required 
stations will be set by the Dance/Party Program Advisor at the pre-event meeting and will 
vary depending on the size, ticket status, and history of the event. 
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 The student organization event coordinator makes certain that all event attendees wearing 
host identification are indeed a member of the organization and actively working the event 
in capacities described.  He/she will also ensure hosts know and enforce Dance/Party policy 
with their guests. 

 
 The student organization event coordinator must be easily accessible to the Dance/Party 

Program Advisor, other appropriate facilities staff, or DPS in the event of an emergency or 
when problems arise that need immediate attention. 

 
 At the close of the event, the student organization event coordinator, along with appointed 

hosts, will ensure and be responsible for the timely and safe exiting of all attendees from the 
event room and facility.  With the large size of certain events, this process can involve an 
actual leading of students out of the room, down the hallways and stairs, and finally exiting 
the building by walking behind them or dispersing groups. 

 
-     EVENT FOLLOW-UP     - 
 

 If organization representatives, facility management, MUTO, and/or DPS feel that any 
portion of these responsibilities have not been carried out or addressed appropriately, a post-
event meeting will be called, and the event coordinator will need to attend and represent 
his/her student organization accordingly.  A post-event meeting request must come within 3 
business days following the event in question.  Any consequential decisions reached at post-
event may be appealed in writing through the Dean of Students within 5 business days of 
this meeting.  A written response will be available within 10 business days of the appeal. 

 
-     MISCELLANEOUS     - 
 

 It is expected that the student organization event coordinator will work with facilities staff, 
advisors, MUTO, and DPS as a lead representative of their particular organization in a 
cooperative manner. 
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Student Organization Event Hosts 
 
-     APPROVAL PROCESS     - 
 

 Do not have an assigned role to this category. 
 
-     EVENT PLANNING     - 
 

 If requested by the student organization event coordinator, event hosts may also attend the 
pre-event meeting to help in the discussion and decisions on appropriate needs. 

 
 If the event coordinator has delegated or authorized a specific event host to assume the 

responsibilities of a particular aspect of the event, this student will need to be available for 
meetings and questions that arise following the pre-event meeting. 

 
 All event hosts will need to be present for a kick-off meeting, held approximately 15-30 

minutes prior to the event start, to discuss final arrangements and be assigned 
responsibilities for the night. 

 
-     TICKETING PROCESS     - 
 

 Unless the student organization event coordinator has specifically delegated a ticketing 
responsibility to his/her event hosts, they will not have a pre-defined role to this category.  
Any changes to task-responsible parties will need to be communicated to and approved by 
the Program Advisor and MUTO Box Office Coordinator. 

 
-     GUEST IDENTIFICATION & CROWD CONTROL     - 
 

 Hosts will serve as role models to event attendees in their adherence to the Dance/Party 
Policy. 

 
 Once host placement and responsibilities have been assigned, the student(s) must remain 

present at their posts at all times, unless relieved by their faculty/staff advisor, the student 
organization event coordinator, or another host(s) on a rotating schedule. 

 
 All student hosts should actively assess crowd dynamics, diffuse any tense guest interactions, 

and notify the nearest person in authority if any physical or verbal abuse occurs. 
 

 If hosts are stationed at building entrances, they will assist in greeting guests and directing 
them either to MUTO for ticket purchasing/exchange or to appropriate wrist-banding tables 
or checkpoints.  These hosts are also essential in dealing with non-U of M students, not on 
the pre-determined guest list, who are seeking admission to the event.  It is expected that all 
hosts will respect policy and turn away all unapproved event attendees. 

 
 If hosts are stationed at MUTO, they will assist ticket office employees with controlling 

lines, ensuring orderly conduct, and will make certain that people in line can verify U of M 
student status or guest list membership.  These hosts will also direct attendees to the next 
checkpoint or the event location. 
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 If hosts are stationed at wrist-banding or checkpoint tables, they will ensure that every 
person who comes through is properly identified, usually by a wristband, before letting them 
pass.  If the event does not have an admission charge and MUTO staff is not present, hosts 
will need to help in placing wristbands on guests or direct them to the appropriate wristband 
distribution point.  Additionally, they should do their best to confirm that the wristband is 
not being used second-hand. 

 
 If hosts are stationed inside or around the entrance of the event room, they will monitor the 

conduct of event attendees, ensure that all guests inside belong there, and notify and be 
available to facilities staff and/or DPS if an altercation or other behavioral problems arise, 
especially in cases of alcohol or drug use.  These hosts also assist in keeping affected 
hallways and corridors clear of crowds during the event. 

 
 Following the close of the event, all student organization hosts, along with their 

organization’s event coordinator, will share the responsibility for the timely and safe exiting 
of attendees from the event room and facility.  With the large size of certain events, this 
process can involve an actual leading of students out of the room, down the hallways and 
stairs, and finally exiting the building by walking behind them or dispersing groups.  If 
MUTO is not staffing the event, any unused wristbands remaining at the end of the night 
will also be promptly returned to the Dance/Party Program Advisor. 

 
-     EVENT FOLLOW-UP     - 
 

 If organization representatives, facility management, MUTO, and/or DPS feel that any 
portion of these responsibilities have not been carried out or addressed appropriately, a post-
event meeting will be called, and event hosts may be asked by the event coordinator to assist 
in representing the organization or serve as a witness to a specific problem or outcome.  A 
post-event meeting request must come within 3 business days following the event in 
question.  Any consequential decisions reached at post-event may be appealed in writing 
through the Dean of Students within 5 business days of this meeting.  A written response 
will be available within 10 business days of the appeal. 

 
-     MISCELLANEOUS     - 
 

 Student organization event hosts will respect the leadership of their organization’s event 
coordinator in all matters pertaining to this process and work with facilities staff, advisors, 
MUTO, and DPS as group representatives in a cooperative manner. 
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Department of Public Safety (DPS) – Special Events Sergeant 
 
-     APPROVAL PROCESS     - 
 

 Upon receiving the DPS Special Event Request Form from the Dance/Party Program 
Advisor, stating the requested amount of officers and pertinent event details, the DPS 
Special Events Sergeant will coordinate the schedule with his/her staff and make an 
estimation of how many officers should be provided for the event.  Officers are requested 
on a basis of one DPS staff member per 125 event attendees. 

 
 Once the estimation is made, the DPS Sergeant will contact the Dance/Party Program 

Advisor so he/she can fill out the approved number of officers on the Dance/Party Request 
Form.  The sergeant should also communicate whether or not alternate building access 
restrictions from normal policy are necessary or appropriate. 

 
 If DPS cannot provide officers for the event, it will be noted on the approvals portion of the 

Dance/Party request form.  If it falls under the acceptable criteria, the Alternate 
Dance/Party Policy (Alternative Advisor Supervision – Appendix A) will be pursued and 
submitted for approval. 

 
-     EVENT PLANNING     - 
 

 DPS Special Events Sergeant will meet with the Dance/Party Program Advisor, MUTO Box 
Office Coordinator, and the student organization event coordinator in a pre-event meeting 
at least 2 weeks prior to the event date. 

 
 During this meeting, DPS will explain the role of the Department of Public Safety at the 

event itself, including the expectations on the placement of officers, the procedures on how 
uninvited event attendees are handled, and any concerns regarding alcohol, open container 
hazards, dangerous or inappropriate behavior, prior incidents, or illegal activities. 

 
 The event officers will attend the kick-off meeting held approximately 15-30 minutes before 

the event start time. 
 
-     TICKETING PROCESS     - 
 

 Does not have an assigned role to this category. 
 
-     GUEST IDENTIFICATION & CROWD CONTROL     - 
 

 If the DPS Special Events Sergeant will be present on the event night, he/she will supervise 
the DPS Event Officers in their assigned responsibilities and assist, as requested by the 
student organization event coordinator, Dance/Party Program Advisor, or other event staff, 
with any issues requiring DPS intervention. 
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-     EVENT FOLLOW-UP     - 
 

 If organization representatives, facility management, MUTO, and/or DPS feel that any 
portion of these responsibilities have not been carried out or addressed appropriately, a post-
event meeting will be called, and the DPS Special Events Sergeant or his/her designee will 
attend to deliver information from the DPS report and make recommendations to prevent 
future recurrences.  A post-event meeting request must come within 3 business days 
following the event in question. 

 
-      MISCELLANEOUS     - 
 

 In the case of DPS staffing unavailability and the Alternate Dance/Party Policy being 
approved, it is generally hoped that the shift supervisor will direct the campus on-duty 
officers to do extra rounds at the host facility. 
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Department of Public Safety (DPS) – Event Officers 
 
-     APPROVAL PROCESS     - 
 

 Do not have an assigned role to this category. 
 
-     EVENT PLANNING     - 
 

 Each event officer assigned to work the event, usually on a ratio of one officer per 125 
attendees, will need to attend the kick-off meeting held approximately 15-30 minutes before 
the event start time with the Dance/Party Program Advisor, MUTO student manager or 
representative, and all the student organization hosts with their event coordinator. 

 
 In the event that there is not a Special Events Sergeant or officer in charge on site, the event 

officer(s) should be prepared to discuss the plan as to where they will be stationed and 
reiterate ways to approach them regarding any problems or concerns.  Unless a physical 
threat appears or a specific request for intervention is made, these officers will normally 
remain in their positions or be making appropriate rounds. 

 
-     TICKETING PROCESS     - 
 

 Do not have an assigned role to this category. 
 
-     GUEST IDENTIFICATION & CROWD CONTROL     - 
 

 Depending on the number of officers assigned to an event, usually on a one per 125 
attendee ratio, there will be appropriate stations and responsibilities distributed.  However, 
unlike student organization event hosts, DPS officers will have more flexibility in their 
positions in order to respond to emergency situations or escalating problems elsewhere. 

 
 DPS officers stationed in and around the event room, including adjacent hallways, will 

primarily watch for unapproved attendees, those who do not wear a wristband.  After the 
event start time, anyone found inside the event room or past checkpoint tables without a 
wristband will be promptly asked to leave.  Attendees causing a disturbance will be removed 
from the building entirely. 

 
 DPS officers stationed near building entrances will intervene if Access Checkpoints staff 

request help in controlling admittance, not only to the event, but the building itself.  These 
officers will also make rounds to ensure that all points of entry are secured. 

 
 DPS officers located near the Michigan Union Ticket Office (MUTO) on the ground floor 

will be responsible for monitoring the crowds attempting to either purchase a ticket for the 
event or exchange their acquired ticket for an appropriate wristband for admission and 
provide security for cash transactions.  Once sales or exchanges have stopped and MUTO 
has closed for the night, these DPS officers may re-distribute themselves among other posts. 

 
 Once the event is complete, all DPS event officers will report to the event room and assist 

the Dance/Party Program Advisor and other facilities staff in ushering out guests in a safe 
and timely manner.  DPS will remain on-site until the crowd starts to disperse to ensure that 
they do not interfere with traffic and to handle any altercations. 
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-     EVENT FOLLOW-UP     - 
 

 If student organization representatives, facility management, MUTO, and/or DPS feel that 
any portion of these responsibilities have not been carried out or addressed appropriately, a 
post-event meeting will be called, and DPS Event Officer(s) may need to attend to serve as 
witnesses to the night’s problems and outcomes, especially if an arrest or other critical 
response was necessary.  A post-event meeting request must come within 3 business days 
following the event in question. 

 
-     MISCELLANEOUS     - 
 

 In the case of DPS staffing unavailability and the Alternate Dance/Party Policy being 
approved, it is generally hoped that the shift supervisor will direct the campus on-duty 
officers to do extra rounds at the host facility. 
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Michigan Union Ticket Office (MUTO) – Box Office Coordinator 
 
-     APPROVAL PROCESS     - 
 

 Does not have an assigned role to this category. 
 
-     EVENT PLANNING     - 
 

 MUTO Box Office Coordinator will meet with the Dance/Party Program Advisor, DPS 
Special Events Sergeant, and the student organization event coordinator in a pre-event 
meeting at least 2 weeks prior to the event date. 

 
 If the event in question will be selling or distributing tickets, all appropriate procedures must 

be handled through the Michigan Union Ticket Office.  During the pre-event meeting, the 
Box Office Coordinator will instruct the student organization event coordinator on filling 
out the ticket set-up form, including decisions on ticket text, type variations and prices, sale 
dates, and those tickets expected for consignment or complimentary use. 

 
 Deadlines for the ticket set-up form itself, along with any consignment tickets issued at a 

later date, will be explained to the student organization event coordinator. 
 

 MUTO provides non-transferable identification, usually with a wristband, for every attendee 
as a method of re-admittance and capacity control.  Student organization event hosts are 
further recognized by either a different type or color of wristband or another agreed upon 
method with the Dance/Party Program Advisor.  After event attendee identification 
decisions are made, the Box Office Coordinator will make notes on appropriate types, 
colors, and quantities requested by the student organization event coordinator. 

 
 MUTO staffing estimations for the night of the event will also be made and relayed to the 

Program Advisor and event coordinator, based on the amount of attendees, the particular 
extent to which MUTO is involved with the event, and any information on problems or 
concerns regarding ticketing that have arisen previously. 

 
 If the event in question will be free and does not require tickets of any kind, the Box Office 

Coordinator, in conjunction with the Program Advisor, will only need to discuss capacity 
controls and event host identity differentiations.  While MUTO staffing is available upon 
request by the student organization event coordinator, normally a free event will not 
necessitate MUTO’s involvement on the night in question, and the Dance/Party Program 
Advisor will supervise all wrist-banding or other identification procedures, often delegated to 
specific student organization event hosts. 

 
 A designated MUTO representative will be present on the night of the event and attend the 

kick-off meeting, held approximately 15-30 minutes before the event start time, to discuss 
final arrangements and responsibilities.  If there is a lack of MUTO involvement due to 
reasons described above, no representative will be necessary at the kick-off meeting.  All 
wristbands or other identification materials will have been given to the Dance/Party 
Program Advisor, complete with a release signature at an earlier date, to distribute. 
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-     TICKETING PROCESS     - 
 

 After the ticket set-up form has been received from the student organization event 
coordinator, at least 2 business days prior to the desired on-sale date, and tickets have been 
printed accordingly, complimentary and/or consignment tickets should be available for 
pickup, provided at least 24 hours advance notice has been received from the organization. 

 
 Box Office Coordinator or his/her designated representative(s) will be able to supply, in 

writing, two ticket counts per day to an authorized representative of the student 
organization.   

 
-     GUEST IDENTIFICATION & CROWD CONTROL     - 
 

 Unless alternate MUTO staffing arrangements are made, all door sales and capacity controls 
will fall under the responsibility of the Michigan Union Ticket Office.  It is their 
responsibility to ensure that only those on the guest list or with an M-Card are allowed to 
purchase a ticket. 

 
-     EVENT FOLLOW-UP     - 
 

 Financial data should be available within 2 business days following the event in question for 
pickup at MUTO, provided that consignment tickets, and/or money received from their 
sales, were properly returned.  Money collected by MUTO for ticket sales will be directly 
transferred into the appropriate SOAS account of the organization. 

 
 If student organization representatives, facility management, MUTO, and/or DPS feel that 

any portion of these responsibilities have not been carried out or addressed appropriately, a 
post-event meeting will be called, and the Box Office Coordinator will attend and be 
prepared to speak for all interactions with MUTO and any problems or concerns that arose 
with his/her student manager(s) or staff.  A post-event meeting request must come within 3 
business days following the event’s completion. 

 
-     MISCELLANEOUS     - 
 

 It is expected that the MUTO Box Office Coordinator will appropriately staff events and 
will consult with the Dance/Party Program Advisor regarding special attention to historical 
problems or concerns to ensure a quality of service or clarity in financial transactions. 
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Michigan Union Ticket Office (MUTO) – Student Managers & Staff 
 
-     APPROVAL PROCESS     - 
 

 Do not have an assigned role to this category. 
 
-     EVENT PLANNING     - 
 

 If MUTO staffing is scheduled on an event night, the designated MUTO representative will 
attend the kick-off meeting, held approximately 15-30 minutes before the event start, to 
provide the wristbands or other identification items and to hear final student organization 
arrangements and details. 

 
 If there is a lack of MUTO involvement due to a free event status or other prior 

authorization, no representative will be necessary at the kick-off meeting.  All wristbands or 
other identification materials will have been given to the Dance/Party Program Advisor, 
complete with a release signature at an earlier date, to distribute. 

 
-     TICKETING PROCESS     - 
 

 If the correct ticket set-up procedure has been utilized by the student organization, MUTO 
staff should have complimentary and/or consignment tickets available for pickup, provided 
at least 24 hours advance notice has been received. 

 
 Designated student manager(s) will be able to supply, in writing, two ticket counts per day to 

an authorized representative of the student organization. 
 

 Staff will ensure that all checks received as payment for consignment tickets are made 
payable to the Michigan Union Ticket Office and not the organization or event. 

 
-     GUEST IDENTIFICATION & CROWD CONTROL     - 
 

 Door sales and capacity controls will be operated by MUTO staff during the night.  Unless 
there is a mutual consent with the sponsoring organization or an emergency, the office will 
close only when tickets sell out or 30 minutes before the event end time at most venues and 
15 minutes before if the event is at the Michigan Union, whichever comes first. 

 
 If MUTO staff is not selling tickets but only coordinating wristband distribution or other 

identification for an event, normally stationed at tables near the event room doors, they are 
dismissed when the event reaches capacity, 30 minutes before the event end time for most 
venues, or 15 minutes before the event end time at the Michigan Union, whichever comes 
first.  The Dance/Party Program Advisor also reserves the right to dismiss the staff at any 
time if he/she feels they are no longer necessary, often used in cases where the attendee 
turnout was vastly lower than what all parties involved expected. 

 
 Unless there is a specific request, MUTO student manager(s) or staff will not be 

automatically scheduled by the Box Office Coordinator in cases of free events or times 
where the student organization is exclusively handling the distribution of wristbands or other 
identification. 
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-     EVENT FOLLOW-UP     - 
 

 The MUTO student manager, along with his/her support staff, will tabulate financials and 
wristband counts for the night and prepare a report for the Box Office Coordinator. 

 
 If student organization representatives, facility management, MUTO, and/or DPS feel that 

any portion of these responsibilities have not been carried out or addressed appropriately, a 
post-event meeting will be called, and the MUTO student manager will be asked by the Box 
Office Coordinator to attend only if problems or concerns directly related to the ticket office 
that night.  Otherwise, only the Box Office Coordinator is needed for representation.  A 
post-event meeting request must come within 3 business days following the event’s 
completion. 

 
-     MISCELLANEOUS     - 
 

 MUTO student managers and support staff are expected to follow the direction of the Box 
Office Coordinator per agreements made with the student organization event coordinator 
and Dance/Party Program Advisor.  Any interactions with event attendees, student 
organization representatives, facilities staff, advisors, and/or DPS will always be carried out 
in a professional, cooperative, and courteous manner. 
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Dance/Party Program Advisor 
 
-     APPROVAL PROCESS     - 
 

 Once the Dance/Party Program Advisor receives a request for an event categorized as a 
“dance/party,” he/she will have an SOAS authorized signer for the student organization fill 
out the Dance/Party Request form.  At that time, a copy of the University Unions 
Dance/Party Policy will be given to the student organization event coordinator and 
discussed. 

 
 After contact information and pertinent event details, including start/end times, expected 

attendance, and a proposed room set-up are noted, building availability on the date and 
times requested will be checked in reservations and against the Program Advisor’s event 
calendar.  If a space is available, he/she will reserve it tentatively and sign the form to begin 
the approval process.  The event will also be added to the dance/party calendar and 
communicated to the MUTO Box Office Coordinator. 

 
 If the student organization is classified as Type B or C for event procedures, the Program 

Advisor will ask the student organization event coordinator to designate a faculty/staff 
advisor who will also need to sign the approval form and be present at the event.  The 
student organization event coordinator will take the form and be responsible for obtaining 
the signature and returning it to the Program Advisor’s office. 

 
 The Program Advisor will then submit a special events request form to the Department of 

Public Safety to have staffing approved or denied on the event date by the DPS Special 
Events Sergeant based on the 1 to 125 event attendee ratio. 

 
 The Dance/Party Request form will then be forwarded for approval by the facility director 

in which the event takes place.  He/she will communicate any concerns and whether or not 
alternative restrictions from normal policy are necessary or appropriate. 

 
 The event is a confirmed reservation only when it has passed through all approval levels.  Its 

status should be modified by the Dance/Party Program Advisor only. 
 
-     EVENT PLANNING     - 
 

 The Program Advisor will schedule and lead a pre-event meeting, to take place at least 2 
weeks before the event date, with the student organization event coordinator, MUTO Box 
Office Coordinator, and DPS Special Events Sergeant. 

 
 At that time, the event name, sponsoring organizations and contacts, event date, time, and 

location, and the expected number of attendees will all be confirmed with the event 
coordinator.  Any questions regarding the dance/party policy will also be addressed along 
with ideas and advice in ensuring a successful event. 

 
 The Program Advisor will ask about methods of advertising and any expected issues, also 

making sure that weekend facility access policies for attendees, where applicable, have been 
communicated and are understood. 
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 Guest list policies will be explained and one is required if event attendees will include non-U 
of M students.  The Program Advisor should receive a copy of the guest list by 12 noon the 
day of the event, or Friday by 5pm if the event falls on a Saturday, to distribute to 
appropriate facility personnel. 

 
 In conjunction with the Box Office Coordinator, the Dance/Party Program Advisor will 

then discuss ticketing options, measures for capacity control, and the expected amount of 
hosts and their responsibilities with the student organization event coordinator.  Decisions 
on MUTO staffing will also be made at this time. 

 
 Details on entertainment will then be discussed along with any relevant policies, including 

pyrotechnics, special effects, or decorations. 
 

 Along with DPS, the Program Advisor should then discuss the role of the Department of 
Public Safety and security concerns or arrangements particular to the event, including 
alcohol use and liabilities, open container hazards, and emergency exit procedures.  Other 
facility staff availability, including the building manager’s role, will also be communicated. 

 
 The Program Advisor will then receive requests and explain procedures involved for the 

event space itself, including food and beverage needs, audio-visual equipment, room 
furniture and diagrams, and any other special conditions.  All requests will need to be 
communicated to responsible departments and identified in the reservation at least 7 days 
prior to the event. 

 
 All meeting participants will then sign the checklist to confirm all requests and knowledge of 

policies and schedule the kick-off meeting, held approximately 15-30 minutes before the 
event to identify final responsibilities. 

 
 SOAS funds to cover expenses for a student organization event will normally be 

encumbered 7 days prior to the event date. 
 

 The Program Advisor will also review all event advertising materials to ensure they represent 
appropriate admittance policies and regulations. 

 
-     TICKETING PROCESS     - 
 

 Unless the MUTO Box Office Coordinator has a concern or problem arise, the Dance/Party 
Program Advisor does not have a pre-defined role to this category. 

 
-     GUEST IDENTIFICATION & CROWD CONTROL     - 
 

 The Dance/Party Program Advisor will coordinate the event kick-off meeting and explain 
and assign responsibilities to all student organization event hosts who should be in 
attendance.  Host identification, usually wristbands, will also be distributed with instructions 
on guest capacity controls for the night.  He/she will also verify that all requested needs of 
the student organization have been satisfied. 
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 The Program Advisor will make rounds throughout the night and ensure that host 
responsibilities are being met, that the event coordinator is visible if problems arise, that the 
Michigan Union Ticket Office is running smoothly, and that DPS Event Officers are 
maintaining appropriate security.  At his/her discretion, the Program Advisor will intervene 
if one of these areas is not controlling their respective space or responsibility efficiently. 

 
 At the close of the event, the Program Advisor will ensure that the DJ or other 

entertainment has ceased and assist in the timely and safe exiting of all event attendees.  
He/she should also pick up any remaining wristbands or guest identification from student 
organization hosts, if MUTO did not staff the event, and survey the room for any evidence 
of alcohol or drug use. 

 
-     EVENT FOLLOW-UP     - 
 

 Once all attendees have exited and the event space is cleared, the Dance/Party Program 
Advisor will submit an electronic evaluation to appropriate facility personnel, noting any 
problems or concerns during the night, the efficiency of event-responsible parties, the 
interactions with attendees and hosts, and any other necessary information for future 
reference. 

 
 If student organization representatives, facility management, MUTO, and/or DPS feel that 

any portion of these responsibilities have not been carried out or addressed appropriately, a 
post-event meeting will be called, and it will be the Program Advisor’s responsibility to 
coordinate and ensure that all concerns are heard.  A post-event meeting request must come 
within 3 business days following the event’s completion.  He/she will also serve as the 
liaison to administration with any appeals made by the student organization or other 
appropriate individual or group.  Any consequential decisions made as a result will be shared 
with all involved parties, including the Dance/Party Program Advisor. 

 
-     MISCELLANEOUS     - 
 

 As a University administrator under the Division of Student Affairs, the Dance/Party 
Program Advisor will utilize his/her best judgment in dealing with all event responsibilities.  
The Program Advisor’s role is to advise student organizations in the planning and successful 
implementation of their major dances and parties, work with the students to coordinate all 
aspects of the event from beginning to end, and be a dependable resource for them. 
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Faculty/Staff Advisor for Student Organization 
 
-     APPROVAL PROCESS     - 
 

 Once the student organization event coordinator has designated a person to fill the 
faculty/staff advisor role, when necessary due to event procedure classification, he/she will 
sign the dance/party request form.  This signature indicates that they will be in attendance 
throughout the event. 

 
-     EVENT PLANNING     - 
 

 The Faculty/Staff advisor is welcome to attend the pre-event meeting held at least 2 weeks 
before the event date.  If he/she elects not to attend this meeting, the Dance/Party Program 
Advisor will brief them on security concerns and other vital elements to their supervisory 
role on the night in question.  The Faculty/Staff Advisor must attend the kick-off meeting 
normally 15-30 minutes before the event start time. 

 
-     TICKETING PROCESS     - 
 

 Does not have an assigned role to this category. 
 
-     GUEST IDENTIFICATION & CROWD CONTROL     - 
 

 With the Alternative Advisor Supervision Policy in effect, the Faculty/Staff Advisor will 
serve as an on-site advisor for the duration of the event.  There will be additional advisors 
required in a ratio of one per 100 attendees.  All advisors must be confirmed in writing with 
the Dance/Party Program Advisor at least 3 weeks prior to the event date.  

 
 The Faculty/Staff Advisor in the Alternative Advisor Supervision Policy role will assist in 

security and capacity control measures by stationing themselves in and around the event 
room, watching for unapproved attendees not wearing a wristband or appropriate 
identification, monitoring student behavior, and responding to the needs of the Dance/Party 
Program Advisor or student organization event coordinator as necessary. 

 
-     EVENT FOLLOW-UP     - 
 

 If student organization representatives, facility management, MUTO, and/or DPS feel that 
any portion of these responsibilities have not been carried out or addressed appropriately, a 
post-event meeting will be called, and the Faculty/Staff Advisor, if present on the event 
night, must attend as a witness to the problems or concerns.  A post-event meeting request 
must come within 3 business days following the event’s completion. 

 
-     MISCELLANEOUS     - 
 

 The faculty/staff advisor’s presence at the event is to provide additional support to the 
student organization and to allow for an additional point of view in circumstances where 
issues need to be discussed and resolved in a post-event meeting. 
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Auxiliary Facility Representatives & Administration 
 
-     APPROVAL PROCESS     - 
 

 The particular event facility director will give his/her approval on the Dance/Party Request 
form, but otherwise, no other facility representatives or administration have an assigned role 
to this process. 

 
-     EVENT PLANNING     - 
 

 At their respective option, these representatives may attend the pre-event meeting held at 
least 2 weeks prior to the event date and/or the kick-off meeting, held approximately 15-30 
minutes before the event start time, but are not required.  Most will only serve in a 
supportive role to the student organization or be present for input to the Dance/Party 
Program Advisor. 

 
-     TICKETING PROCESS     - 
 

 Do not have an assigned role to this category. 
 
-     GUEST IDENTIFICATION & CROWD CONTROL     - 
 

 If necessary, facility representatives may serve in similar positions as compared to the 
Faculty/Staff Advisors for the student organization. 

 
-     EVENT FOLLOW-UP     - 
 

 If student organization representatives, facility management, MUTO, and/or DPS feel that 
any portion of these responsibilities have not been carried out or addressed appropriately, a 
post-event meeting will be called, and any auxiliary facility representatives and administration 
can attend as witnesses to the problems or concerns of the night.  A post-event meeting 
request must come within 3 business days following the event’s completion.  Please inform 
the Dance/Party Program Advisor to be included in all follow-up communications. 

 
-     MISCELLANEOUS     - 
 

 Any facility staff member or administration is always welcome to attend student organization 
events to offer their support or expertise. 


