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	Event Name
	
	Venue / Location
	

	Event Date
	
	Event Organizer / Contact
	



	Risk ID
	Risk Description
	Likelihood
	Impact
	Mitigation Strategy
	Responsible Party
	Status
	Last Updated
	Notes

	Weather
	 
	 
	 
	 
	 
	 
	 

	R-001
	Rain during outdoor event
	High
	High
	Rent tents; have indoor backup
	Logistics Lead
	Mitigated
	09/01/25
	Confirm tent delivery.

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	Staffing
	 
	 
	 
	 
	 
	 
	 

	R-002
	Key speaker cancellation
	Medium
	High
	Have alternate on standby
	Program Coordinator
	Monitoring
	09/02/25
	Speaker flight confirmed.

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	Technology
	 
	 
	 
	 
	 
	 
	 

	R-003
	A/V system failure
	Low
	Medium
	Pre-event equipment test
	AV Manager
	In Progress
	09/03/25
	Include backup microphones.

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Health & Safety
	 
	 
	 
	 
	 
	 
	 

	R-004
	COVID-19 exposure risk
	Medium
	High
	Provide masks; increase ventilation
	Safety Officer
	Planned
	09/01/25
	Provide hand sanitizer stations too.

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	Other Risks
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

















	Risk Assessment Completed By
	Signature
	Date

	 
	 
	 

	
	
	
	
	

	Risk Assessment Approved By
	Signature
	Date

	 
	 
	 












	DISCLAIMER

Any articles, templates, or information provided by Smartsheet on the website are for reference only. While we strive to keep the information up to date and correct, we make no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, suitability, or availability with respect to the website or the information, articles, templates, or related graphics contained on the website. Any reliance you place on such information is therefore strictly at your own risk.
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