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STUDENT BAR ASSOCIATION  
STUDENT ORGANIZATION EVENT PLANNING CHECKLIST 

 
Event Reservation and Approval 
§ 25Live. Reserve the date and location (if the event is to be on campus) using 25Live two 

weeks prior to the event 
× If/when the event reservation is confirmed (a.k.a. the space on campus is 

available and held for your event), 25Live will mark it as confirmed. You may 
receive a confirmation email from the administrator in charge of the 25Live 
program or you may not—either way, you can check the status of your event on 
25Live 

× Prior to scheduling the event, check the law school and undergraduate calendars 
for potential conflicts 

§ Event Request Form. Submit an Event Request Form via email to the SBA President 
two weeks prior to the event 

× If/when the event is officially approved, the Dean of Student Affairs will send you 
an approval email 

× Event forms can be found on the SBA website under the Event Planning page 
× In your email with the event form to the SBA President, please indicate… 

§ Whether or not you have already reserved the event on 25Live, if the 
event is on campus 

§ Whether or not you have already contacted the SBA secretary requesting 
sober drivers/security, if the event includes alcohol 

§ Law School Events on the Undergraduate Campus. Law School events occurring 
on the undergraduate campus require event registration approval by the undergraduate 
side as well as law school event approval. The steps to event approval are as follows: 

× Submit an Event Request Form via email to the SBA President five weeks prior 
to the event. Once the SBA President approves the event, the SBA President will 
send the event request to the Dean of Student Affairs for final law school 
approval 

× If/when the event is officially approved for the law school, the Dean of Student 
Affairs will send you an approval email 

× After your event has been approved by both the SBA President and the Dean of 
Student Affairs, you must complete an undergraduate Event Registration form 
and submit it to Lynn Fitch (540.458.4054 | fitchl@wlu.edu) four weeks prior to 
your event. She will email you whether your event has been approved on the 
undergraduate side 

× Your law school event on the undergraduate campus is officially approved only 
once you have received an approval from (1) the Dean of Student Affairs, (2) the 
SBA President, and (3) Lynn Fitch 

The relevant undergraduate Facilities Use policy may be found here 
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§ “Major Events” Require Undergraduate Event Registration too! Your event is 
considered a “major event” if either of the following conditions apply: (1) The event will 
have 50 or more attendees and/or (2) the event will include alcohol. If your event 
qualifies as a “major event,” you must: 

× Submit an Event Request Form via email to the SBA President five weeks prior 
to the event. Once the SBA President approves the event, the SBA President will 
send the event request to the Dean of Student Affairs for final law school 
approval 

× If/when the event is officially approved for the law school, the Dean of Student 
Affairs will send you an approval email 

× After your event has been approved by both the SBA President and the Dean of 
Student Affairs, you must complete an undergraduate Event Registration form 
and submit it to Lynn Fitch (540.458.4054 | fitchl@wlu.edu) four weeks prior to 
your event. She will email you whether your event has been approved on the 
undergraduate side 

× Your “major event” is officially approved only once you have received an approval 
from (1) the Dean of Student Affairs, (2) the SBA President, and (3) Lynn Fitch 

 
 
W&L Alcohol Policy 
§ All events must be in compliance with the W&L Alcohol Policy 
§ If the event will include alcohol… 

× Then sober drivers must be present.  To arrange this, email the SBA secretary 
at least one week prior to the event requesting sober drivers, In the email 
include the event date, time, estimated attendance, and location 

  The sober drivers’ names and phone numbers must be visibly posted at 
the event. At a minimum, their names and phone numbers must be 
visibly posted in two places.  

× Then a noise permit must be obtained. To arrange this, go to the Lexington 
Police Station and ask for a noise permit to be issued prior to the event 

  The noise permit must be visibly posted at the event 
× One or more members of the student organization hosting the event must 

remain sober for the entirety of the event 
× Water and food must be clearly available in a visible location—these items 

must remain available throughout the event 
× At events, beer and wine only may be served—no hard liquor is permitted 

§ If the event will include alcohol and is on campus… 
× Then security must also be present in addition to the sober drivers 

  Include the request for security in the email to the SBA secretary 
requesting sober drivers 

§ If the event will include alcohol and is off campus… 
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× The SBA President and the Dean of Student Affairs will decide on a case-by-case 
basis whether security will be required and notify you of their decision 
 
 

Advertising 
§ The following forms of advertising are recommended for events… 

× Facebook postings in the class pages 
× Campus Notices 
× SBA President’s weekly email—email the SBA President with an event 

description by Sunday night at 5:00 p.m. for the posting to be included in the 
following Monday’s email 

× Posters 
  All posters must be posted in accordance with the W&L Posting Policy 
  Posters can be printed by the W&L Copy Center and charged to the 

student organization’s account—email copycenter@wlu.edu with  
1. A PDF proof of the poster 
2. The size and quantity of posters you would like printed 
3. The student organization’s account number 
4. If you would not like a physical proof, include the following 

phrase “We do not need a physical proof of the poster before 
printing” 

  Recommended website for free poster design: www.canva.com 
 
 
Food 
§ Catering. W&L Catering has the first right of refusal for on-campus events 

× Catering may be requested via their online form 
× Catering contact: Derrick Smith (540.458.8698 | drsmith@wlu.edu) 
× All events must be in compliance with the W&L Catering Policy   
× Catering provides linens, plates, cups, and utensils 

§ Caterers the Student Organizations often use outside of W&L Catering 
× Napa Thai  
× Dominoes—orders should be charged to the SBA account on file 
× Chefs 
× Foothill Mama’s 
× Kenny’s (540.463.5730) 
× Mouth Wide Open Food Truck 
× Frank’s | Salerno’s 
× Mano Taqueria 

Beverages 
§ Alcoholic Beverages 

× See W&L Alcohol Policies above 
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× Kegs should be ordered approximately a week before the event and picked up the 
day of the event 

  Kegs are typically ordered from the 7-11 on 889 North Lee Highway 
(540.464.9945), but they can also be ordered from Kroger as well. 

  Kegs require keg buckets, ice, and taps (taps must be checked out in 
accordance with the SBA Keg Taps Policy) 

§ Non-alcoholic Beverages 
× Non-alcoholic beverages are typically purchased at Walmart or Kroger prior to 

the event and include cases of water, lemonade, tea, and/or soda 
 
Equipment Rentals 
§ Facilities. W&L Facilities has the first right of refusal for on-campus events 

× Facilities may be requested via the online form 
× Facilities contact: Linda Agnor (540.458.8493 | lagnor@wlu.edu) 
× In any Facilities request, please include:  

  A contact name, address, and telephone number 
  Detailed information as to the services you are requesting 
  A layout of all set ups 
  Date and time the set up can be torn down 
  Student Organization account number 

× Facilities can provide any of the following equipment: tent, tables, chairs, 
trashcans, lighting, heaters, stages, etc. (they do not provide linens, but catering 
does!) 

§ If W&L Facilities is not available…try Central Virginia Rentals 
× CVR contact: Carolyn Potter (540.464.4287 | cpotter@cvrrental.com) 

 
 
Venues 
§ On Campus… 

× The Dell 
× Evans Hall 
× Law School Lawn/Patio/Pavilion 
× The Ruins 
× Student Activities Pavilion 
× Arts, Recreation, and Culture (ARC) House basement 

§ Off Campus… 
× Macado’s  
× Southern Inn 
× Salerno’s 
× Lexington Country Club 
× The Sheridan (End of the Semester/Year Parties and 1L Cocktail) 
× The Robert E. Lee Hotel (1L Cocktail) 
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× Natural Bridge Historic Hotel (Over the Hump) 
× Hampton Inn 

 
 
Music 
§ The following two agencies are recommended to book bands for events… 

× Sam Hill Entertainment 
  Contact: Andrew Judge (434.321.4779 | juge@samhillbands.com) 
  Bands we’ve used and liked: Affirmative Groove and The Finns 

× East Coast Entertainment 
  Contact: Mason Owen (804.366.3859 | 

mowen@eastcoastentertainment.com) 
  Bands we’ve used and liked: Rubberband and Cruz Productions 

× Double check all band contracts for…specific stage requirements and food 
requirements for the band members 

§ The SBA speakers can always be checked out and used for events. 
 
 
Other Miscellaneous Vendors the SBA Uses 
§ Photobooth. Sanders Family PhotoBooth 

× Contact: Jesse Sanders (832.360.0068 | sandersfamilypb@gmail.com) 
§ Port-a-potties. C&S Disposal 

× Contact: Susie (540.291.2433 | csd@ntelos.net) 
 
Vendor/Service Contracts 
§ Each time the vendor is used, a contract must be executed and sent to the Dean of 

Student Affairs—s/he will review it and send it to General Counsel if needed 
§ Contracts must be made out to “Washington and Lee University” 
§ Each vendor must have a current W-9 on file with the business office 
 
Disbursement and Reimbursement 
§ For all disbursement and reimbursement procedures, please visit 

www.wlusba.com/funding/ to access relevant information and forms 


