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Step Six-Finalizing Event 
__ Have advisor request contract with any artist/vendor 

Reserve hotel room for artist 
--

___ Order food from Dine West 

___ Reserve any technical equipment 

__ Order any decorations 

__ Contact Facility for set up needs 

Step Seven -Large Event Form (if necessary) 
Depending on the type/size of your event, the reserving department might deem your event a

"large event" and ask that you fill out an additional event form. This form will be provided to you by 

the reserving department, if necessary. 

__ Large event form submitted (if necessary) 

Step Eight-Publicizing Event 
___ Brainstorm creative publicity ideas! 

___ Add event to your portal in OrgSync and share up to the Student Org. calendar 

___ Have publicity out two weeks before event 

Look for low to no cost ideas 
--

___ Use a variety of method to reach wide range of people 

__ See Student Organization handbook for posting policies 

Step Nine-Day of Event 
___ Confirm arrival time of artist/speaker/presenter/performer (if applicable) 

__ Arrive at least 1 hour before event starts to be sure the room is set up how you want it, to 

decorate, and check all technical equipment 

___ Have doors open 30 minutes before event so people can be seated on time 

__ START EVENT ON TIME- set standard that your organization's events start on time 

__ Create short program evaluations for attendees to fill out after the event 

Step Ten-After the event 
__ Send thank you to volunteers, any faculty/staff that attended 

__ Do a program evaluation 

___ Discuss how the program went with the rest of your organization 

___ Finalize any bills or expenditures 

___ Give yourself a pat on the back for a job well done! 
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Activities in this category contain unacceptable levels of risk, including catastrophic 
and critical injuries that are highly likely to occur. O

rganizations should consider 
w

hether they should elim
inate or m

odify activities that still have an “E” rating after 
applying all reasonable risk m

anagem
ent strategies.

Activities in this category contain potentially serious risks that are likely to occur. 
Application of proactive risk m

anagem
ent strategies to reduce the risk is advised. 

O
rganizations should consider w

ays to m
odify or elim

inate unacceptable risks.

Activities in this category contain som
e level of risk that is unlikely to occur. O

rganiza-
tions should consider w

hat can be done to m
anage the risk to prevent any negative 

outcom
es.

Activities in this category contain m
inim

al risk and are unlikely to occur. O
rganizations 

can proceed w
ith these activities as planned.
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 D
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ithout proper planning, can have unreasonable levels of risk. 

H
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ever, by applying risk m
anagem

ent strategies, you can reduce the risk to an 
acceptable level.

Risk A
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ent M
atrix

1.
List all aspects of your event actiivities on back page.

2. 
Identify risk associated w

ith each activity. Be sure to think broadly about 
potential risk.

3.
U

se the m
atrix to determ

ine the level of risk associated w
ith each activity 

before applying any risk m
anagem

ent strategies.

4.
Brainstorm

 m
ethods to m

anage risks. Find strategies you can apply to reduce 
the severity of the risk and the probability that som

ething w
ill go w

rong.

5.
U
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atrix to re-assess the activities, now

 that you have applied risk 
m
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ent strategies.

6.
D
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ine if you have reached an acceptable level of risk by applying risk

m
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inating activities that
have unreasonable risk associated w

ith them
. Rem
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ber to consider how

 the
activity relates to the m

ission &
 purpose of your organization.

Campus Activities & Student Organizations

This form
 has been provided as an educational tool to help student 

leaders to develop a process for identifying and discussing potential risk 
issues. This form

 is intended for use as part of a larger event planning 
discussion on risk m

anagem
ent. It is not designed to take the place of a 

careful review
 of applicable rules, policies, and law

s, or discussion w
ith an 

advisor. Com
pletion of this form

 does not im
ply approval or authorization 

of your event by Texas State U
niversity - San M

arcos.

For m
ore inform

ation on risk m
anagem

ent and event planning, please 
contact Cam

pus A
ctivities &

 Student O
rganizations at (512) 245-3219.
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pus A

ctivities &
 Student O

rganizations
LBJ Student Center 4-11.1
601 U

niversity D
rive

San M
arcos, TX 78666-4616

o�
ce: 512.245.3219

This Risk A
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ent W
orksheet w

as created using ideas from
:

The U
niversity of Texas, Texas A

 &
 M

 U
niversity, Jacobs Engineering, U

.S. M
arine Corps, and Kaiser Perm

anente.

E
H

M
L
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Be sure to list all aspects of your even, both risky 
and less risky.

Som
e exam

ples include: driving, sports / recreation, 
collecting m

oney, large events, outdoor events, m
eet-

ings on cam
pus, concerts, etc.

Think through all the things that could go w
rong, 

including w
orst-case scenarios.

Consider w
hat your organization could do to 

m
anage the risk &

 bring it to a reasonable level.
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