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Overview  
When organizing an event or outing, Financial Operations has a set of policies and best practices to 
follow to ensure compliance and event success.  The below guidelines give an overview of items to 
consider, departments to contact, and steps to be taken during the planning process.  Please note this is 
not a complete list and there are additional considerations when we act as a fiscal agent for general 
public or other professional groups. This situation most common in some Continuing Education related 
events. 

Guidelines: 
• Reservations (such as T-times and space off campus) 

o Gather quotes for reservation costs 
o Submit a Purchase Requisition Form through Shop UW+ to obtain approvals 

• Prizes Awards and Gifts 
o If planning to give item(s) of value, such as, Prizes, Awards, or Gifts, you will need 

approval prior to purchasing the item(s). 
o Gather estimates or quotes from the vendor as appropriate 
o Complete the Prizes, Awards, and Gifts eform 
o Policy: Prizes, Awards, and Gifts | UW Policies (wisconsin.edu) 

• Raffles 
o To conduct a raffle at an event, review the Raffle License Guide 
o Submit a request to use the UWSP Raffle License 

• Catering and Food 
o On Campus Events: 

 Food events are guided by  UW Systems Administrative Policy 435: Headquarter 
City & UW System Sponsored Events Policy 

 Complete sections A and B of the Food Expense Approval and Payment eform at 
least 2 weeks prior to an event 

 UW-Stevens Point Dining and Summer Conferences On Point Catering has right 
of first refusal for events held on campus.  

 Departments can seek other food options only after receiving a waiver from 
Dinning and Summer Conferences a minimum of five (5) business days prior to 
the event. 

o Off Campus Events: 
 Gather quotes from vendors 
 Submit a Purchase Requisition Form through Shop UW+ to obtain approvals 

• ShopUW+ requests must include a Food Expense Approval and Payment 
Form  

• Advertising/Marketing for Event 
o All printed materials relating to the event must be purchased through Point Print and 

Design Studio. 

https://solutions.sciquest.com/apps/Router/DashboardUserDetails?Id=563322&tmstmp=1661782843778
https://adfs.uwsp.edu/adfs/ls/?SAMLRequest=fZJNT8MwDIb%2FSpUDt36sdIWGdWgwEJP4qNbBgQvKWm9ESpMQJ2P8e9qOj3FgN9uy8z6vnRGyRmg6cfZVzuHNAVpvNs3JSwzVME3rEz89riM%2FySD2M5YM%2FDSrB3Fywqrlaki8JzDIlcxJHETEmyE6mEm0TNq2FMWxH2V%2BnC0GKY0SmpwGw2z4TLxpq8Ils%2F3kq7UaaRiyeoWBe0cdQO36LBQYEu9amQp6vpysmEDodAqGyDfwUymMsqpS4oLLmst1TpyRVDHkSCVrAKmtaDm5u6UtJ13umpDeLBaFXzyUC%2BJNEMF0QJdKomvAlGA2vILH%2Be0vYk%2B31EKt%2BTaQYMMuki%2FdCgOGenveScyvyuLhvrzKB0es0Weue%2FdDQ95nBljrZBev8p57w2sw9y3kAR3ibRshkfbHOmxOf22CjEddN%2B1vYvbmD4%2Bz7z2Q8b80o3Dv5Z2Mpp2D2bRQglcf3kQI9X7ZmrWtK2tce6FwvBv7%2B9fGnw%3D%3D&RelayState=cd081444-6767-46f7-8964-85276068d9fa
https://www.wisconsin.edu/uw-policies/uw-system-administrative-policies/prizes-awards-and-gifts/
https://www3.uwsp.edu/FO/Pages/Raffle%20License.aspx
https://uwsp.bplogix.net/form.aspx?pid=437e63f1-d262-48a8-9537-504eb3d5ceb2&formid=127669fc-295c-4fb2-b223-18c69f3d5457
https://www.wisconsin.edu/uw-policies/uw-system-administrative-policies/headquarter-city-uw-system-sponsored-events-policy/
https://www.wisconsin.edu/uw-policies/uw-system-administrative-policies/headquarter-city-uw-system-sponsored-events-policy/
https://uwsp.bplogix.net/form.aspx?pid=437e63f1-d262-48a8-9537-504eb3d5ceb2&formid=7c857fd1-f745-4c1f-a507-a027e54b237e&forminstid=&wfinstid=&prinstid=&tlid=&testmode=&parsecontrols=&CTRun=&CTConfigure=&CTContainerFORMID=&CTContainerWFID=&CTContainerRULEID=&CTContainerPRID=&completepage=&completepageprompt=&completetext=&saveformpage=&saveformtext=&saveformpageprompt=&url=&INFOMSG=&linkwfid=&linkprid=&nottask=&findtask=&caseinstid=&indash=&incasef=&targetportlet=0&howtoopen=1
https://www3.uwsp.edu/dining/OnPointCatering/Pages/default.aspx
https://solutions.sciquest.com/apps/Router/DashboardUserDetails?Id=563322&tmstmp=1661782843778
https://www3.uwsp.edu/FO/Documents/Food%20Expense%20Approval%20Form_08.25.22.pdf
https://www3.uwsp.edu/FO/Documents/Food%20Expense%20Approval%20Form_08.25.22.pdf
https://www3.uwsp.edu/printdesign/Pages/default.aspx
https://www3.uwsp.edu/printdesign/Pages/default.aspx


o If Point Print and Design Studio is unable to meet the need for the event, Point Print and 
Design Studio will look to the next state contract printer by law 
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