Event Risk Management Procedure
Consistent with the California State University Risk Management Policy as provided in CSU Executive Order 715 and Executive Order 849: evidence of event planning and the assessment and mitigation of risks are to be completed and maintained on file by the responsible department or college/division.
Prior to the scheduling, announcement, or contracting for facilities and services, it is recommended that the event requestor (from the responsible department or college/division) ensure:

1. Review of Event Risk Control & Risk Financing Terms and Authorities, Event Risk Management Guidelines, Event Risk Assessment Matrix and other resources as appropriate on the RM&S website i.e. Event Risk Assessments Questionnaire & Event Risk Assessment Worksheet.. 
2. Complete the University Events Scheduling Office eRFU which includes a detailed description of the activities to take place in your event. 
3. Complete the initial Event Risk Assessments Questionnaire from Executive Order 849 on the RM&S website. If yes is indicated for any of the risk assessment questions, the customer must proceed to and complete an Event Risk Assessment Worksheet or similar documentation for the event.
4. Ensure that all agreements and/or contracts for equipment and facility use are reviewed and executed by the UESO (Presidential Lease of Space per EO 669) and contracts for services are executed by Procurement, Foundation or ASI (Executive Order 849).

.

Following the event, the event requestor (from the responsible department or college/division) will ensure that documentation of event planning and the assessment and mitigation of risks are to be completed and maintained on file for three years beyond the year in which the event occurs.
