
 Does my event carry an elevated amount of risk? 

Example [this is NOT an exhaustive list but merely an idea 
of events that could be considered for this coverage]: 

Big Event, Texas Academy of Science, Mardi Gras, Port 

No 

Coverage is not 
necessary 

 
 
 
 

On 
Campus 

Event organizer pro-
vides vendor with 

TAMUS evidence of 
self-insurance 

Is my event on campus or 
off campus? 

 
 
 
 

Off 
Campus 

Risk Management will issue the Special Events Insur-
ance invoice which Compliance Office will process in 

Aggie Buy for payment. 
 

Does off-campus   
vendor accept        

TAMUS evidence     
of self-insurance? 

Complete Special Events Risk 

Assessment* Form including 

special event information, flyer 

or brochure, and submit to 

Compliance Office. Allow 3-5 

business days to receive assess-

ment. 

No 

Special Event Application is forwarded to Risk Management 

and determination is made on Special Event Coverage. Compli-

ance Office is notified of decision on coverage and estimate of 

costs. Account Number for cost of coverage must be furnished 

when application is submitted. Allow at least 3 to 5 business 

days to secure coverage. 

Auxiliary Services Business Administrator is respon-
sible for creating and submitting the invoice using all 
departments involved with the event and the depart-
ments’ itemized sheets reviewed and signed by the 
vendor before Carmel creates the invoice in IPay. 
This excludes Dining Services who has their own 

billing system. 

*Risk Assessment is reviewed by System Risk Management. Compliance Office is campus Liaison to System 
Risk Management. System Risk Management will determine the level of risk, Compliance Office does not. 

 
 
 

Yes 

Unsure 

Special Event Insurance—Used ONLY for Affiliate (member) vendors 


