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Tip: The Request for Onsite District-
Sponsored Event and/or Offsite Special 
Event application can be found on the Risk 
Finance & Insurance Services website  

 

The following guide provides a general overview of the Risk Finance and Insurance Services 
segment of the District/School Sponsored Events request process. These events are school 
sponsored and may occur but are not limited to school hours.  

 

District/School Sponsored Offsite Events 

Process  
1. Gather documents you may need to submit with a 

“Request for Onsite District-Sponsored Event and/or 
Offsite Special Event” application. You can find a 
fillable version of the application on the Risk Finance 
and Insurances Special Events & Use of District 
Property website. 
 
Documents needed to submit with a Request for Onsite District-Sponsored Event and/or Offsite Special 
Event: 

o Itinerary/Scope of Activities. 
o Vendor List – must include all third-party entities (PTA, PTO, 

Boosters, Food, Photo, DJ etc.) 
o Vendor and/or third-party applicant Certificate(s) of 

Insurance. (Insurance requirements can be found on the Risk Finance and 
Insurance Services Special Events & Use of District Property  website). 
 

2. Fill out a Request for Onsite District-Sponsored Event and/or 
Offsite Special Event. Once completed, send the request for 
review to Risk Finance and Insurance Services at 
riskfinance@lausd.net.  

3. Depending on the activities, the Office of Environmental Health 
and Safety (OEHS) and Complex Project Manager (CPM) may 
need to review the equipment rented, chemicals used, etc. 
Please refer to the OEHS checklist at this link and/or reach out to 
your Regional OEHS supervisor. You can find your Regional OEHS 
supervisor at this link. 

4. Once the risk and insurance review(s) are complete and Risk Finance and Insurance 
Services determines that all required insurance coverages are compliant, Risk Finance and 
Insurance Services will notify the applicant and the school administrator/sponsor.  

  
 
“Applicants should be aware that some applications may require additional documentation and review from other 
agencies or District offices, which may require a significant amount of time to obtain. Applicants are encouraged to 
submit requests as soon as possible to reduce the possibility of receiving last-minute recommendations that may 

impact your event.” (Reference: BUL-6894.1) 
 

If you need additional assistance, please email riskfinance@lausd.net or call (213) 241-0329. 
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