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Departments or individuals wishing to provide alcohol to university events must make 
one delivery to the Gordinier Hall receiving dock between the hours of 7:00 a.m. and 
2:00 p.m., no earlier than 48 hours prior to the event and no later than four (4) hours 
prior to the start of the event.  All alcoholic beverages being delivered to the Ware 
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Non-University Events 
1.  Signed by the Event Contractor 
2.  Signed by the Director of Dining and Conference Services  
3.  Signed by the Vice President for Finance and Administration 
 

The form is to be completed in the following order for: 
 

University Events 
1.  Event Contractor 
2.  Signed by Director/Dean/Associate Vice President 
3.  Signed by applicable Vice President/Provost 
4.  Signed by the President/Vice President for Advancement 
5.  Signed by the Director of Dining and Conference Services or his/her designee 

a minimum of five (5) days prior to the event/function. 
 

Records 
 
Full documentation for all non-university events and justification as to the use of funds 
for the purchase of alcoholic beverages shall be maintained by the Office of the Vice 
President for Finance and Administration. 

 
The Director of Dining and Conference Services and the Director of Visual and 
Performing Arts will be responsible for maintaining a Report of Alcoholic Beverages 
Served at University Functions, which will be distributed semi-annually to the President 
and Vice President for Finance and Administration, and annually to the Vice President 
for Student Affairs, and Senior Vice President for Academic Affairs/Provost. 
 



Administrative Policy:  Alcoholic Beverages 
     Page 5 of 5 

Millersville University 


