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Overview 

This guide provides a general overview of the Risk Finance & Insurance 
Services portion of the District/School-Sponsored Events request process. 

 

 

Helpful Definitions 
Request for District/School-Sponsored Offsite Event: An event 
that occurs off District-owned premises, typically at a location that is not under 
LAUSD’s control, for example but not limited to, a public venue, commercial 
space, or any non-school facility.  This event is still sponsored by the District but 
takes place outside of its direct premises.   

Request for District/School-Sponsored Onsite Event: An event that takes place 
on a LAUSD site or District-owned premises.  This event is organized or 
sponsored by the District itself and occurs on premises that are owned by 
LAUSD.  

 

 

Important Notice 
Some applications may require additional documentation and review from other 
District offices or agencies, which may extend processing time. 

Applicants are strongly encouraged to submit requests 4 weeks before the start 
date of the event to avoid delays or last-minute changes that may impact the 
event. 
(Reference: BUL-6894.1) 
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Step 1: Gather Required Documents 
Before submitting your application, ensure you have the following: 

• Itinerary / Scope of Activities - Description of event activities, dates, times, and 
location  

• Vendor List - Must include all third-party entities, such as: PTA / PTO / Boosters, 
Food Vendors, Photographers, DJs, Any external vendors or service providers  

• Certificates of Insurance (COIs) - Required for all vendors/third parties. Insurance 
requirements are available on the  
Risk Finance & Insurance Services – Insurance Requirements website  

Step 2: Submit Application 
Complete the Application on the Request for District Sponsored Event Microsoft Form.  

Request for District Sponsored Event Form  

Step 3: Additional Review (If Applicable) 
Depending on the event activities, additional review may be required by: 

• Office of Environmental Health & Safety (OEHS)  

• Complex Project Manager (CPM)  

This may include review of: 

• Equipment being used or rented  

• Chemicals or materials involved  

Please refer to the OEHS checklist and contact your Regional OEHS Supervisor for 
guidance.  

Step 4: Risk & Insurance Review 
Risk Finance & Insurance Services will: 

• Review submitted documentation  

• Verify insurance compliance for all vendors via the Certificate of Insurance 
Management System.  

https://riskfinance.lausd.org/apps/pages/InsuranceRequirements
https://lausd.sharepoint.com/teams/RiskFinanceandInsuranceServices/_layouts/15/listforms.aspx?cid=NjQ3YmJjMTgtNjBiOC00Njk0LWE3YjUtZGE2Zjc5NjFjMGJm&nav=NWFmZDlhZGItYjY4OS00MzhjLTlmMDQtNDVmNGY2MDI1NmZm&xsdata=MDV8MDJ8cGF1bGluYS5tYWNpYXNAbGF1c2QubmV0fGIyNGNlNjRlNTQ4NDQzMjQ5NDEwMDhkZWVjZTYyYWIzfDA0MmE0MGExYjEyODRhYzQ4NjQ4MDE2ZmZhMTIxNDg3fDB8MHw2MzkyMDg2NzA5NDkzOTc4NzR8VW5rbm93bnxUV0ZwYkdac2IzZDhleUpGYlhCMGVVMWhjR2tpT25SeWRXVXNJbFlpT2lJd0xqQXVNREF3TUNJc0lsQWlPaUpYYVc0ek1pSXNJa0ZPSWpvaVRXRnBiQ0lzSWxkVUlqb3lmUT09fDB8fHw%3d&sdata=UHRNTzJMN2xpUUlsdWg5THJyb2RQTUhMeEFsME5haS9OcnZhMnc0QlhGOD0%3d
https://lausd.sharepoint.com/teams/RiskFinanceandInsuranceServices/_layouts/15/listforms.aspx?cid=NjQ3YmJjMTgtNjBiOC00Njk0LWE3YjUtZGE2Zjc5NjFjMGJm&nav=NWFmZDlhZGItYjY4OS00MzhjLTlmMDQtNDVmNGY2MDI1NmZm&xsdata=MDV8MDJ8cGF1bGluYS5tYWNpYXNAbGF1c2QubmV0fGIyNGNlNjRlNTQ4NDQzMjQ5NDEwMDhkZWVjZTYyYWIzfDA0MmE0MGExYjEyODRhYzQ4NjQ4MDE2ZmZhMTIxNDg3fDB8MHw2MzkyMDg2NzA5NDkzOTc4NzR8VW5rbm93bnxUV0ZwYkdac2IzZDhleUpGYlhCMGVVMWhjR2tpT25SeWRXVXNJbFlpT2lJd0xqQXVNREF3TUNJc0lsQWlPaUpYYVc0ek1pSXNJa0ZPSWpvaVRXRnBiQ0lzSWxkVUlqb3lmUT09fDB8fHw%3d&sdata=UHRNTzJMN2xpUUlsdWg5THJyb2RQTUhMeEFsME5haS9OcnZhMnc0QlhGOD0%3d
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fmedia.edlio.net%2Fcb7654ce%2F595ebaa2%2Fffe80e03%2Fb1877c791f18422b989bb8fc2a8a57f7%3F_%3DOEHSACTIVITYCHECKLISTFORCARNIVALSETC%25201%252020%252011_2018.doc&wdOrigin=BROWSELINK
https://oehs.lausd.org/apps/pages/index.jsp?uREC_ID=4412577&type=d&pREC_ID=2683607
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• If there are insurance deficiencies BCS the Certificate of Insurance Management 
System will notify the vendor via email and request insurance updates along with a 
hyperlink that directs the vendor directly to the upload.  

• Vendor will upload the requested insurance requirements via the link provided in 
BCS Certificate of Insurance Management System deficiency notice email.  

Once all requirements are met: 

• The applicant and the school administrator/sponsor will be notified via of the 
final determination. 

• If the Application is Approved, an Approval sheet will be sent out by Risk Finance 
notifying the site of the approved vendors and the event.  

*Please note that if the vendor is not listed on the Approved Vendors section of 
the approval sheet the vendor is NOT approved.  
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Need Assistance?  

For questions or support, please contact: 

North West Central: rf-region-nwc@lausd.net  

South East: rf-region-se@lausd.net  

Phone: (213) 241-0329 
 


