
To promote the health and safety of the CSUCI community and in consideration of the COVID-19 pandemic, the University is reviewing all events on 
campus.

Attendance of 50 people or more are not permissible at this time. All events expecting attendance of less than 50 people are required to complete the 
requested information contained within this form.

Event organizers must provide rationale if they believe that an event is critical to the mission of the University; this would include events that are essential to 
the academic enterprise or business of the University.

Any event expecting under 100 guests will require justification to divisional leadership before the event will be approved to proceed.

Until further notice, all campus event organizers must take 
the following precautions. For each action, please confirm 
whether the event can comply (check box).

Event Review Checklist

Event Considerations

PLEASE RETURN THIS INFORMATION TO YOUR VICE PRESIDENT OR PROVOST’S OFFICE AND COPY EVENTS@CSUCI.EDU
THIS IS A RAPIDLY EVOLVING SITUATION AND THIS GUIDANCE MAY CHANGE AT ANY TIME.

Event Guidance

Event Name and Dates

Name & TitleApproving Signature

Can event be live-streamed? Zoomed? Virtual? 

Is the event open to the public or by invitation?

Does the target audience include only local participants? Regional? 
National/International?

Purpose of Event

Can the event be moved outdoors? If so, can the event 
budget cover the costs of additional rentals needed for outdoor 
modifications? Please note that only tents/canopies without sides are 
approved for use. 

Can the event layout be modified to adopt the Centers for Disease 
Control and Prevention’s (CDC) recommendations on social distanc-
ing (i.e reduce person-to-person contact to six feet)? If so, can the 
event budget cover the costs of any additional rentals, supplies, audio 
visual, etc. needed to do so?

1- ❏ Contact attendees in advance and request that they not attend if 
they are sick or in high risk categories (age, underlying health condi-
tions, pregnant).

2- ❏ Event publicity should include statements that those guests at 
greater risk should not attend the event and guests in attendance should 
practice good hygiene (cover coughs, sneeze into a tissue or elbow, 
washing hands, etc.). Individuals who are sick should not attend.

3- ❏ Signage at the event should communicate all of the items in #2 
above.

4- ❏ Either sanitizers or hand washing stations must be available at the 
event located within a reasonable distance for guests.

5- ❏ Announcement must be made regularly at the event for guests to 
wash their hands, use hand sanitizer and in consideration of everyone’s 
health, those who are feeling sick should leave the event to take care of 
themselves or seek medical care.

6- ❏ Is food required at the event? If food is part of the event, UAS and 
C&E will work with the event requestor to provide guidance on modifi-
cations to implement social distancing.

7- ❏ Event layout implements social distancing of six-feet per person.
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