Arizona State University
Student Risk Management
Event Planning Guide
(Modified 7/15/11)


	EVENT INFORMATION


	Event Name:
	

	

	Individual(s) Responsible for Coordinating Event:
	

	
	
	

	Phone:
	
	
	E-Mail:
	

	
	
	
	
	

	Advisor:
	
	
	Phone:
	
	E-Mail:
	

	
	
	

	Date of Event:
	

	(Make sure that you have consulted the university calendar www.asu.edu/calendar to determine if the date is available and is an appropriate time for hosting this type of event. Also consult the religious calendar http://www.asu.edu/studentaffairs/studentlife/religiousadvisors/religious_holidays.htm to ensure that the event does not coincide with a major religious holiday)

	
	
	

	Location:
	
	

	
	
	

	Backup Location (if needed):
	

	
	
	

	Start Time:
	
	
	End Time:
	

	
	
	

	
	

	
	
	

	Type of Event: 
	
	
	

	· Concert

· Sports/Competitions
	· Conference/Seminar

· Other Explain________
	· Social Activity

	· Speaker

	
	

	Number of People attending (estimate):
	


How does this event/activity promote the mission of the organization/department and ASU?

	

	

	

	



1. Have your members brainstormed the type of activity?
· Does this promote your organization’s mission? Consult your organization’s constitution.
( Yes    ( No

· What is your specific goal for this event?

( Fundraising




( Increasing visibility on campus

( Getting to know members 


( Other. Please specify ________
· Does this activity meet the policies set forth by ASU and the SORC? ( Yes    ( No

http://www.asu.edu/studentaffairs/mu/clubs/resources.htm 
2. Have you consulted other organizations that have held similar events? ( Yes    ( No
(
Visit www.asu.edu/clubs to obtain the current list of clubs and contact information.
· Will this event be duplicating an existing program or event? ( Yes    ( No
· Is there a possibility of your organization working with the existing program or event?
( Yes    ( No
3. Does your organization have the necessary support from members?

· Have you contacted volunteers to assist with set-up before the event? ( Yes    ( No
· Will you have enough volunteers during the event (to greet guests, etc)? ( Yes    ( No
· Will you have enough volunteers to help with the clean up and teardown after the event? 

( Yes    ( No

4. Have you reviewed your budget and purchasing guidelines as it relates to this event/activity? ( Yes    ( No
· Use this guide to help you plan the event’s budget from start to finish: www.asu.edu/studentaffairs/mu/clubs/docs/Fundraising%20Packet.doc 
· Additional Funding options: http://www.asu.edu/studentaffairs/mu/clubs/funding.htm and
http://www.asu.edu/studentaffairs/mu/bestpractices/money.htm 
· Recommended Cash and Inventory Procedures:

http://www.asu.edu/studentaffairs/mu/clubs/docs/Recommended_Cash_and_Inventory_Procedures.pdf
5. Have you secured the location for your event? ( Yes    ( No
· MU meeting rooms, Mall areas, Hayden and Student Services Lawn, and Sparky’s Den - MU Event and Meetings Services: (480.965.3406)
· MU Outdoor Events Request form – 

· http://www.asu.edu/studentaffairs/mu/events/outdoor_event_requests.htm 

· SRC Fields, SRC gyms, PE East & West gyms: Daryl Shreve at Daryl.Shreve@asu.edu (480.965.8900)
· Palo Verde Beach, PV East Hub, Manzy backyard, Hassayampa Academic Village –Residential Life: http://www.asu.edu/studentaffairs/reslife/ (480.965.3515)
· Academic Buildings – Reserve online through Classroom Scheduling 
· https://astra.oasis.asu.edu/astraweb/index.jsp?start_page=home.htm (480.965.6578)
· Classroom Support Services – for equipment reservation (480.965.3342)
· Alpha Drive Fields – Fraternity and Sorority Life: (480.965.5292)
· Secret Garden – Les Beres at LBeres@asu.edu (Herberger College of the Arts)
· Desert Arboretum and Wells Fargo Arena – Krista Banke with ICA at Krista.banke@asu.edu 

(480.965.5270)
· Danforth Chapel –  Reservations: (480.965.1639)
· Old Main – Mike Tomah (480.965.5063)
· Karsten Golf course Meeting & Special events – Jane Clark at jclark@asukarsten.com
· Downtown campus - http://www.asu.edu/xed/asudt/roomreserve.html
· West campus – http://www.west.asu.edu/adaff/auxs/events/index.cfm
· Polytechnic campus - http://www.poly.asu.edu/union/
6. After securing your location, have you contacted the appropriate departments to ensure the space will be ready? (i.e. parking, sprinklers turned off, trash containers, lighting, etc.) 

( Yes    ( No
· MU Meeting Rooms and stage & sound equipment – Work with an event coordinator: (480.965.3406)
· Permit for mall reservations: (480.965.3406)
· Event Parking Options: Email parksvcs@asu.edu (480.965.6209)
· Contact Facilities Management at Facman@asu.edu to be placed on No Water list and to have sprinklers turned off.(480.965.3633)
· Tables, Chairs, Trash Containers (for special events) – Facman@asu.edu or Gavin Meland at 480.965.1833 
· Mall tables and chairs – reserve through Events and Meeting Services, pick-up & return at PV West. 
· Restrooms – outside vendors must be booked to provide this service.
· Extension Cords (should bring own)
· Safety and code issues – emergency vehicle access, use of candles, etc: ( Fire Marshal – 480.965.0536)
7. Does your event require a stage or sound system? ( Yes    ( No
· To request use of the SORC stage and sound system, visit MU Event & Meeting Services, 1st floor of the MU. There may be a deposit required and limits on location. (480.965.3406)
· Email Facman@asu.edu for stage set-up.
· Tri-Rentals: (602.232.9900) www.trirentals.com
· Arizona Tents and Events: (602. 252.8368) www.aztents.com
· Modern Exposition Services: (602.254.8737) www.modernexpo.com
· View ASU amplification policy at http://www.asu.edu/aad/manuals/usi/usi802-03.html
8. Is your activity an open event? (Open to the campus, public, minors, students at other colleges or universities, and/or expected to draw over 50 participants)
 ( Yes
    ( No

· If yes, please arrange a meeting with a SORC staff member (480.965.9665)

· If yes, contact Environmental Health & Safety (Fire Marshal James Gibbs, 480.965.0536)
· For information regarding planning an event involving minors, visit http://www.asu.edu/studentaffairs/risk/EventsInvolvingMinors.htm
· For ASU dance policy – 
· http://www.asu.edu/studentaffairs/mu/clubs/docs/CAMPUS%20DANCE%20POLICY.doc
(
Plan for crowd control/security - Contact DPS (480.965.3456)
(
Special events on campus open to the public may require ASU Public Events to assist in the 
planning for public safety considerations.

http://www.asu.edu/vppa/specialevents/resources.html

9. Are you contracting a service from a non-university entity? ( Yes    ( No
· Contracting guidelines can be found at http://www.asu.edu/studentaffairs/risk/downloads/ASU%20contract%20info%20sheet.doc
· If using volunteers, have them fill out the volunteer registration form - http://www.asu.edu/uagc/EHS/forms/volunteer_registration.doc
10.  Are you sponsoring a non-ASU organization to sell their products on campus as part of   your fund-raising activities? ( Yes    ( No
· If yes, contact MU Events and Meeting Services (480.965.3406)

· Fill out Sales and Solicitation Agreement - http://www.asu.edu/studentaffairs/mu/events/docs/sales_agreement.pdf
· Have you received appropriate insurance verification from the non-ASU organization? 


( Yes    ( No
· For insurance questions and/or to purchase one day ASU insurance contact Cheryl Carlyle at Insurance Services (480.965.1851): http://uabf.asu.edu/insurance_services
· Insurance requirements may be waived if the non-ASU organization agrees to enter into an indemnification agreement - http://www.asu.edu/uagc/EHS/forms/asu_indemnification_form.pdf
11. Does your event involve any type of physical activity? ( Yes    ( No

· Make sure that individuals hosting the event are well trained to facilitate the activities.

· Do any of the activities involve the use of hand or power tools, chemicals, firearms, or water sports? ( Yes    ( No 
· If yes to above, contact the SORC for a risk assessment ( 480.965.9665)

· Use a waiver form: http://www.asu.edu/studentaffairs/mu/clubs/docs/liable.doc
12. Are you serving food? ( Yes    ( No
· For policy guidelines visit http://www.asu.edu/studentaffairs/mu/catering.htm
· Food must be prepared in a licensed commercial kitchen. Approved caterers list can be found at http://www.asu.edu/studentaffairs/mu/caterers.htm
· Homemade products are prohibited.
· Secure approvals for food waivers through MU Administration Office #182 -http://www.asu.edu/studentaffairs/mu/docs/FoodWaiverReq.pdf ( 480.965.5310)
13. Will alcohol be served at your activity? ( Yes    ( No

· If yes, contact the SORC for further information (480.965.9665)
· Alcohol on campus for designated special events only. View ASU policy at http://www.asu.edu/aad/manuals/usi/usi106-03.html
· Third party vendors must be used. View checklist at - http://www.asu.edu/studentaffairs/mu/clubs/docs/Third_party_vendor_checklist.pdf
· ASU policy for sales and service of alcoholic beverages on campus -  http://www.asu.edu/aad/manuals/pdp/pdp202-03.html
· Obtain permit from ASU police  - http://www.asu.edu/police/documents/alcohol_permit_form.pdf
· Review ASU/SORC procedures for hosting events with alcohol on campus - http://www.asu.edu/studentaffairs/mu/clubs/docs/Hosting_events_with_alcohol_procedures_for_reg_orgs.pdf
14. Does the event involve travel? ( group or individual) ( Yes    ( No

(
If yes, what type of transportation are you using?


( Personal Vehicle

( University Vehicle

(Commercial Plane



( Rental Car


( University/Chartered Bus
( Other. Please specify ________
NOTE:  12 and 15 passenger vans are prohibited at Arizona State University. Student Organizations and Student Groups are not permitted to purchase, lease, rent or transport passengers in 12 and 15 passenger vans. 
(
For additional travel guidelines: http://www.asu.edu/studentaffairs/mu/clubs/policies.htm
(
For information on chartering a bus, visit http://uabf.asu.edu/buying_sunmart_bus
· Group travel authorization form: http://www.asu.edu/fs/forms/teamgroup.pdf
15. Is your event outdoors, or can your event be affected by inclement weather? ( Yes    ( No
( 
Check ahead for weather conditions at http://www.weather.com
( 
Check location ahead of time for shelter.
· Plan for alternative rain location.
16. Does your event involve a movie screening? ( Yes    ( No
· Borrow from ASU library after checking to see that the title has been purchased by the library with public performance rights.

· Visit http://www.swank.com/ for license information.

17. Does your event involve commercial filming? ( Yes    ( No

· Visit http://commguide.asu.edu/filming for more information.
· View ASU’s film policy at http://commguide.asu.edu/files/ASU%20Policy%20on%20Filming%20063008.pdf
18.  How do you plan to market your event?
(
If using social networking sites (MySpace, Facebook, etc), do you have a designated person 
to monitor content? (postings, photos and video)
· ASU Student Media: (480.965.7572)
(
Methods of advertising in the MU – http://www.asu.edu/studentaffairs/mu/clubs/advertising.htm 
(
Programming and Activities Board: pab@asu.edu
(
ASU Student Events and Activities Calendar 
http://www.asu.edu/feature/submission_guide/submitfeature.html
(
Visit ASU Advertising and Posting policy at 
http://www.asu.edu/studentaffairs/mu/clubs/advertising.htm
19. Are you using a university logo or trademark in association with your activity? (i.e. t-shirts) ( Yes    ( No
(
Consult the Graphic Standards Manual: http://www.asu.edu/aad/manuals/pur/pur701.html 
(
University policies governing use of trademarks: http://www.asu.edu/aad/manuals/pur/pur701.html(Office of Marketing and Strategic Communications department at 480.965.3502)
20.   How do you plan to evaluate the success of this event? 

( Face-to-face interviews


( Telephone calls

( Written forms/surveys 


( Suggestion cards

( Other. Please specify ________
· Have you recognized/awarded everyone who has helped you host this event? (i.e. Thank you notes) ( Yes    ( No
· Were there any unintended outcomes? ( Yes    ( No
· Were you able to stay within budget? ( Yes    ( No
· Did you actively take steps to make this event more sustainable? ( Yes    ( No
· What program planning aspects would you suggest for similar events in the future?
_________________________________________________________________
​​​​​​​​​​​​​​​​​​_________________________________________________________________

_________________________________________________________________

Advisor Review:
Advisor Name




Signature



Date



Please proceed to the next page. It will help identify risks involved with your event. This is critical to the success of you event. Please consult your Advisor or the SORC Staff for assistance in identifying risk. Also, review the SORC Handbook for the most current policies. http://www.asu.edu/studentaffairs/mu/clubs/policies.htm
 PREFFS Worksheet

List potential risks/problem areas associated with each component of your activity and the action steps your organization will take to mitigate them. Answer the following questions for each identified risk to help in determining how mitgation is possible. 
· What can you do to mitigate this possible risk?

· How does this actually mitigate the risk? 

· What resources will you need to make this happen?
· Who will be responsible for making sure this is done and by when?
	Physical

Physical risks can include things such as food poisoning, injuries that may result from physical activities, injuries that may result from travel related accidents.
	 

	Reputational
Reputational risks are those things that may result in negative publicity for your organization, ASU, your advisor and/or the venue where you are holding event.
	

	Emotional

Emotional risks are those things that can cause a participant at your event to feel alienated or negatively impact the feelings of a member or members of the ASU community.
	

	Financial

Financial risks are those things that negatively impact the fiscal stability of your organization and/or other organizations financially supporting your event.
	

	Facilities

Facility risks are those things which may cause property damage, prevent your event from being held (bad weather, not enough space for the number of participants, lack of equipment or materials needed for the event).
	

	Sustainability

Sustainability risks are those posed to the environment at large (use of non-environmentally friendly products like plastic, inadequate trash disposal,etc)
	


This form was adopted with permission from Student Activities Risk Management at Texas A&M University

The examples of risks given on this form are not intended to be all-inclusive; rather they are intended to act as a guide for students using the form when assessing risks associated with their activities.

What resources have you consulted prior to determining that you can successfully manage this event?
 FORMCHECKBOX 
  Advisor

 FORMCHECKBOX 
  Other Student Organizations that have hosted similar events/activities

 FORMCHECKBOX 
  Student Risk Management http://www.asu.edu/studentaffairs/risk/
 FORMCHECKBOX 
  The Matrix Planning Guide
 FORMCHECKBOX 
  The Fundraising Guide www.asu.edu/studentaffairs/mu/clubs/docs/Fundraising%20Packet.doc 
 FORMCHECKBOX 
  Other_______________________________________
Signature of Organization President
Signature of Advisor 
_______________________________
________________________________


Printed Name: ___________________
Printed Name: ____________________

Phone: _________________________
Phone: __________________________


ASU Email: ______________________
ASU Email: _______________________

Date:___________________________
Date:____________________________

  

If necessary, attach additional pages for your responses.
1. Was your event a success?  Did you meet your goals/objectives with this event?
	

	

	


2. Did you have enough PR/advertising for the event? How could you have made this better?

	

	

	


3. Did you encounter any unforeseen problems? ( Yes    ( No

If yes, how can you better prepare in the future? Did you face any group conflict? If so, how was it resolved?
	

	

	


4. List contact information for vendors, university staff, or others who assisted with this event.

Would you bring the vendor/performer in again? Why or why not?

	

	

	


5.
Will you host the event again? 
( Yes 
   ( No

If yes, what changes would you recommend for the following year?

	

	

	


Completed on this date:  _________________
By: __________________________________

In order to facilitate future planning, it is suggested that 2 copies of this form and assessment be retained as part of officer transition documents – one for the student organization officers and one for the advisor.
A  key to a successful event is good planning. This pre-event planning form provides your organization WITH A series of questions to consider prior to engaging in an activity. your advisor should be part of the planning process for any event hosted by your organization.





( Information in this Guide is adapted from the Texas A&M University Organization Planning Form.





( Please keep in mind that all activities must be consistent with university policies and procedures and should fit the mission/purpose of your organization. For more information, go to 


� HYPERLINK "http://www.asu.edu/studentrisk" ��www.asu.edu/studentrisk�  








RISK MANAGEMENT





PRE-EVENT PLANNING





AFTER THE EVENT - ASSESSMENT








Date:  ________________


(MINIMUM 2-4 weeks prior to event)
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