
Event Notification Form



Event Notification Form (ENF)
• EHS & University Events collaboration
• Helps the university identify risk and safety issues

• Fire marshal permit may be required for your event and this process 
takes time

• Compliance; financial, alcohol use, HR, parking, security and 
Police, minors, ADA requirements, etc…

• Once completed, the form gets forwarded to university 
stakeholders to review your event

We are here to help you have a successful and safe event!



ENF Requirement
• Required for all events that are happening on campus or official 

university events happening off campus
• Not required for regular business related events such as meetings or 

academic required events such as field trips
• All events include third parties coming to campus to use our facilities
• Group lunch at department offices? Not required
• Retreat off campus? Required
• Not sure? Fill one out anyways!



ENF is not…

• ENF is not a room reservation
• ENF is not a Facilities workorder for tables and chairs



ENF Location: University Events























Sac State Event Planners Workgroup
• Created by Advancement, now ran by University Events
• A resource for all event planners
• Meetings are typically monthly during the semester or as 

needed
• Documents and meeting recordings available on Teams



SSEP Teams



SSEP Meeting Schedule 22-23



SSEP Special Meetings



NEW! AB 1775: Entertainment Vendors
• New law that requires all entertainment vendors have their 

employees trained and certified
• OSHA 10 for employees

• Risk Management will be working with Procurement with 
contract language requirements

• Vendor shall certify
• How does this effect you as a event coordinator?

• If vendor cannot certify that their employees and subcontractors are 
trained in accordance to AB 1775, find a new vendor!

SSEP will host a special meeting soon!

https://leginfo.legislature.ca.gov/faces/billTextClient.xhtml?bill_id=202120220AB1775


Event Planner Training Manual
• Available on University Events’ website & SSEP Teams





Available Equipment
Equipment may be available for you to borrow for your events!

• President’s Office/University Events
• Vases, decorative items, ceremonial scissors, A frames, air dancers
• List provided on Teams

• University Staff Assembly
• 10’x10’ pop-up tents with green or gold/yellow canopy
• Contact Janie Mutchler for more information

• Facilities
• Long tables and metal folding chairs



University Events – Available to Consult
• Available for consultation!



Questions?
Contact Information:
• Janie Mutchler
• Office of Environmental Health & Safety
• Risk Management Services
• x85447
• Xiong@csus.edu

• Always available on Teams to chat!

mailto:Xiong@csus.edu
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