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Event Checklist
Events sponsored by PMI organizations may be covered under the general liability policy. An Events Checklist must be completed and submitted to the PMI Global Operations Center for approval at least thirty (30) days prior to the event so as to determine if the activity is covered. If additional coverage is required the chapter will be notified and presented with the applicable options to ensure that the event is properly insured.

*PLEASE TYPE

	Date:
	Chapter: 

	Date of Event:
	Title of Event:

	Event Description:

	Location/Address:

	City, State, Zip:
	Contact Person:

	Contact Email:
	Contact Number:

	Is a certificate of insurance required?  Yes ___     No ___
	Certificate Holder Name:



	Certificate Holder Address:
	Certificate Holder Contact Number & Email Address:

	Please select how the certificate of insurance should be sent to the event chairperson/certificate holder, if applicable.
Fax ___  Fax Number:                                         Email ___  Email Address:


Event Information

	1. Is there a co-sponsor for this event?  Yes ___     No ___     Not Applicable ___

	If Yes, Organization/Entity Name & Contact Person:

	Co-Sponsor Contact Phone Number:
	Co-Sponsor Contact Email Address:

	2. Does the Co-Sponsor have insurance coverage?  Yes ___     No ___     Not Applicable ___

	3. Planned Attendance:
	4. Has this event been held in the past:   Yes ___     No ___     Not Applicable ___
If yes, How many times? 

	5. Will there be any special construction, alteration or decorations for this event?  Yes ___     No ___     

	6. Have there been any previous claims?  Yes ___     No ___     Not Applicable ___

	If yes, please provide details of the claim:
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Please answer the questions below. If any questions are answer “Yes”, please include applicable documentation with request.

	1. Are Certificates of Insurance obtained from vendors?  Yes ___     No ___     Not Applicable ___

	2. Has vendor(s) provided proof of liquor license to display on premises? Yes ___     No ___     Not Applicable ___

	3. Have applicable permits and permissions been obtained from authorities?  Yes ___     No ___     Not Applicable ___

	4. Has any written contract/agreement been signed for any part of this event?  Yes ___     No ___     Not Applicable ___

	5. Has any correspondence been received requesting proof of insurance?  Yes ___     No ___     Not Applicable ___

	6. Is liquor being sold/offerred at the respective event?  Yes ___     No ___     Not Applicable ___

	7. Will your organization receive any percentage of the sales of any alcoholic beverage?
Yes ___     No ___     Not Applicable ___

	If yes, please provide details of agreement. Additionally, you will be required to purchase Liquor Law Liability Coverage.

	8. Security consists of:
Public Police ___     Private Police ___     Security Company ___     Other ___________________ (Please describe)

	9. Is transportation (taxi, Safe Rides, Sober Rides, etc.) available for guests who need or request it?
Yes ___     No ___     Not Applicable ___


Information Regarding Event Checklist
Alcohol

Host liquor liability provides coverage (at no additional charge) when providing alcoholic beverages to those of legal drinking age. If the PMI organization (i.e. chapter, chapter representative) is manufacturing, distributing, selling, serving or furnishing alcoholic beverages, coverage is jeopardized under host liquor liability. It is in the best interest of the PMI organization to allow an employee of the venue where the event is being held to serve and collect funds for the food and beverages being served. If the PMI organization receives any percentage of receipt for the sale of any alcoholic beverage, the purchasing of liquor law liability coverage is required at an additional charge.

Transportation

Whenever a PMI organization is transporting event attendees, personal vehicles should not be used as they are not covered. PMI organizations are encouraged to utilize licensed third party transportation vendors that will provide professional drivers. The transportation company assumes liability during the ride and removes the responsibility and risk from PMI.

Athletic Event Participation Waiver

The waiver forms should be signed by all participants involved in the athletic events. The PMI organization should keep these forms for their records and not submit them to PMI Global Operations Center.
However, in no event should Chapter sponsor athletic events involving inherently dangerous activities (i.e., auto racing, skydiving, etc.).
