
Event Planning Form: 
Alumni Chapters & 

Associations

www.phisigmapi.org ask@phisigmapi.org PHI SIGMA PI NATIONAL HONOR FRATERNITY

This is the full version of the Event Planning Form. Questions will populate based on your answers. 
The form must be completed in one sitting, there is no place to save your answers. As stated in the 
National Risk Management Policy (NRMP), the Event Planning Form must be submitted a minimum 
of 30 days in advance of the event. Requests for Certificate of Insurances may require additional 
communications. 

Check Alumni 
Chapter/Association. 
Pick your Chapter or 
Association. Write the 
name of your event. 
Write who is 
submitting the form 
and their email 
address. Read and 
agree that the event 
will abide by the 
NRMP requirements.
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Choose what type of event it is. 
For an ICR event a drop down 
will appear with additional 
information that need to be 
followed for the event.
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Check any of the 
elements that apply to 
your event. Based on 
your choices certain 
drop down sections will 
be revealed.
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If a contract and/or an 
agreement with a third 
party is required.
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If alcohol will be 
present at the event.
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If transportation and/or 
going off-campus will 
be a part of the event.
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If evidence of 
insurance is required. 
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If animals are to be a 
part of the event. 
However, most if not all 
events that will have 
animals present will not 
be approved. For 
alternatives or for 
more clarification, 
please email 
riskmanagement@ 
phisigmapi.org.

If an athletic event will 
be part of the event. 
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If part of the event will 
take place on the 
water.
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If event does not match 
any of the "check all of 
the apply" components. 
The form may still be 
completed. 

Answer if the event 
requires a tax 
identification number or 
non-profit status.
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Check which leg(s) of 
the Tripod the event 
falls under. Write the 
purpose of the event.

Answer if the event has 
been held before and 
how many times.



www.phisigmapi.org ask@phisigmapi.org PHI SIGMA PI NATIONAL HONOR FRATERNITY

Event Planning Form: 
Alumni Chapters & 

Associations

Answer if any injuries 
of incidents have 
occurred as a result of 
the event. If yes, 
explain.

List the event start date 
and time and the end 
date and time.
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Write the name of the 
event location and the 
address.

If transportation is a 
part of the event, select 
the type of 
transportation.
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Answer if there is a 
registration packet. If 
so, upload a copy. 
Describe the activities 
of the event.

Fill in the planned number 
of attendees.
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Fill in the planned number 
of attendees.

Answer if there will be 
alcohol at the event. Check 
that you have read and 
understand the alcohol 
policies. If alcohol will not be 
present, two additional 
question will need 
answered. The rest will not 
be revealed.
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If alcohol is permitted, a 
third-party vendor must 
provide it.  Describe how 
the alcohol will be 
provided by the vendor. 
Attach the vendor contract 
and the vendor checklist.

Answer if the University 
permission is require and 
how it was secured.
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Answer what procedures 
will be followed if minors 
are observed drinking.

Agree and describe what 
non-alcoholic beverages 
and snacks will be 
provided.

Answer the hours of the 
alcoholic beverage service. 
Service must stop 1 hour 
prior to end of the event and 
last no longer than 4 hours.
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Answer is any licenses or 
permits are required. If 
yes, attach a copy.

Answer how the 
attendees of legal 
drinking age will be 
verified and identified.
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Complete the 
transportation that will be 
provided for attendees.

Complete who will be 
responsible for 
compliance to the alcohol 
policies, procedures and 
liquor laws.
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Answer what type of 
property will be rented or 
used and attach any 
agreements or contracts.
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Answer if evidence of 
insurance required. 
Attach a copy of the 
written request.

Complete how crowd 
control and security will 
be used.
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Answer if entertainment 
services will be used.

Answer if food will be 
served. If it will be 
provided by a third-party, 
attach the corresponding 
contract.
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Answer who will be 
responsible for 
contacting the people 
listed.

Complete the emergency 
procedures for the event.
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Complete the emergency 
procedures for the 
event. Answer who will 
be responsible for 
contacting the people 
listed.
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Answer who will be 
responsible for 
compliance with all Phi 
Sigma Pi policies and 
procedures.

Complete the form by 
accepting the terms and 
filling out the contact 
information.


