FAQ:  Alcohol Policy and Procedure Outside of Jacobs Center
How do we get approval for an event outside of the Jacobs Center?
1. Submit an event planning from (located on the Serial) to groupeventsupport@kellogg.northwestern.edu or see Mike Rice in the Student Affairs Office. 
2. Mike will contact the vendor and make sure all the necessary paperwork is submitted for approval. Also, please note it takes a few weeks for processing.
Do all off-campus events with alcohol need to be pre-approved through Student Affairs?

All students seeking to use school/club funds for alcohol, or be reimbursed for alcohol for an event must submit the Event Planning Form in order to get the event pre-approved.
How many days in advance must I submit the event planning form?

Please submit the event planning form no less than 15 days in advance of an event. If you need a check cut for payment of the event, please submit the event form 20 days in advance.
What is the process for a check to be cut from club funds for payment for an event?

You need to get submit an invoice to Deborah Garcia. Once all the paperwork has been signed by both the vendor and NU a check can be cut.
My club/group is holding the event in a student’s apartment; can we buy the alcohol and serve it ourselves? 
No.  All alcohol must be purchased from a catering company. That same company must supply the licensed bartenders for the event. Even though it is at a private residence, you must have a licensed bartender(s) serve the alcohol.
How long can my event be?

The event can be no longer than 5 hours in duration.
What type of drinks can be served at an off-campus event?
Beer, wine and mixed drinks are permitted, but please remember that the vendor must serve non-alcoholic drinks for $1 or less (usually water is free). 
