RSO Guide: Getting your RSO’s In Person Events Approved

Until further notice, events of 50 or more attendees (students, faculty, staff, visitors/guests) organized,
hosted or sponsored by the University must have their respective Vice Chancellor’s Office approval and
have filed an Event Risk Assessment with the Vice Chancellor for Business and Finance prior to the date
of the event. RSOs must comply to this policy for events on or off campus. More details can be found
here. Events with over 50 attendees must have a UNL Staff Member or RSO advisor present for the
duration of the event.

We will not be able to process your EPR without the completed approval.

The process is routed through an electronic signature platform known as Frevvo. Once your event is
approved by the Vice Chancellor for Student Affairs’ designee, you will receive a copy. Keep this
documentation — it is very important!

To make it easier for RSOs to get through the approval process, we’ve created this
step-by-step guide to help you be successful.

1. Start by reviewing your event —is it possible to be virtual? Review the COVID-19 RSO Guide
for event planning guidance.

a. Submit your EPR on NvolveU.

2. Complete the Risk Assessment, which can be found in the RSO COVID 19 guide. Every in-
person event (regardless of size) will need a completed Risk Assessment. If you need help,
reach out to Student Involvement.

3. Complete the Approval Process for events over 50 in person attendees using this form.

4. Once approved, attach the signed form to your EPR.

If you encounter issues with the application form, please reach out to Jordan Malone in the Office of
Business & Finance.

If you have questions regarding your review, please reach out to the appropriate reviewer:

Veronica Riepe for RSOs Leigh Thiedeman for FSL Chapters Debra Hendricks

To Complete the Application using this form:

Step 1: Verify your Email.

Enter your full name and email address in the appropriate fields and click Verify Email. The system will
then send you an email with the link to continue. All emails are sent from Business Central <no-
reply@frevvo.com>

If reviewers have questions or need something changed, the system will send you a message with their
notes. That message will contain a link to correct any errors or questions. Make sure to correct
guestions from reviewers to ensure continued responses.
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Step 2: Complete the application form.
Here are some tips to complete the form successfully:
The Name of your Event should match the name of your event on your NvolveU EPR.

The Planned Location of your Event is where you hope to host the event. Be in touch with the
facility before submitting this request and your EPR to ensure the space is available.
Remember, final reservations for the Nebraska Union and Outdoor Spaces on campus are
completed on the EPR.

The Capacity of the Proposed Space — ask the facility where you are having the event for this
info.

If your event is Outdoors, you will be required to attach a map of the space. Include any set up
details for the reviewers to learn more about your event.

Double check the Date and Time of your event (including AM/PM). You can add multiple dates
by using the green plus button.

Make sure to click Yes when asked if the sponsoring organization is an RSO or Greek Chapter.
Attach your completed Risk Assessment. Make sure to provide mitigation strategies!

Provide a brief, but complete Description of your Event. You can add more documentation if
necessary.

The Total Number of Expected Attendees needs to match your Risk Assessment and your EPR.
The system auto populates your name and email as the Preparer Name, Preparer Email.

The Event Point of Contact must be a UNL staff member. This person is responsible for ensuring
compliance with all directed health measures, venue guidelines, and submitted risk
management plan. If you are not the Event Point of Contact, fill out the form with the Event
Point of Contact’s Name, Email, Phone, Title/Position (at UNL) in the appropriate fields.

The Sponsoring Unit/Department/Organization should match your RSO name on NvolveU.
Step 3: Identify your Reviewers.

From the drop-down menu for UNL Vice Chancellor or Designee, select Debra Hendricks (on
behalf of Laurie Bellows for Student events, including RSOs, Fraternities and Sororities).

For the UNL Chair/Head/Director/Dean (for IANR events, please use the cognizant Dean) field,
begin typing the following:

For RSOs, type “Riepe” and select Veronica Riepe
For Fraternities and Sororities, type “Thiedeman” and select Leigh Thiedeman

Click Submit!



These two pages contain screen shots of the application, with the above notes.

Entar Infarmabor

Event Approval Request

Mame of Evant *+
This should match your EPR once submitted

Planned Location(s) of Event *
Where you hope to plan the event. Be in touch with the facility before submitting this request
and your EFR. For larger events that can help make sure the space Is avalable.

Capacity of Proposad Space *
Talk to the facility to find out the currént capacity guidelines for the space you are using

Is this an Qutdoor Gwent? *
CYes ls f yes, attach a map of the space you'll be utilizing

ncluding a set up will help.
Will Alcohol be Served? =

CiYes g

& Enter dates and times below. Click green plus sign F multiple datestimes need=d,
Use the green + button 1o add more dates! Double check your AM/PM
Ditels) of Event Skart End
o Ex 832070 *Ex 1000 AM *Ex 300 PLA =

@ Domnload the Risk Assessment Form using the ink below, Comglete form and then ottach .

Click Yes!
Is the sponsaring unit an RS0 or Greek Chapter? =

L'Yes [ |]

Attach a completed and in depth risk assessment. Be specific
Attach WML Event Risk fccecoment Form

Brial Descnption of Evant *

Attach additional documentation below if necded

Be specfic! If needed, add a document below for more details.

addifianal Documentation (if nesded)

These numbers need to match your Risk Assessment & EPR
Total Humber of Expeded Atendees * # ot mon-UNL attendees ¥

Est 100 Ex 100



Freparar Name
Double check these to make sure the system correctly autopopulated

Breparer Emal

B  Event Point of Contact : Will be present for duration of evertls) end resporsble for ersuring compliance with 2l direcied hesith
messures, venie guideines, and the submittzd risk management plan. This person must be & WML s=F member or the orgarization's
advisor,

Check if you ara the peint of contact The event Point of Contact must be at the Event for the duration of the
event. The Point of Contact MUST be a University employee or RS0
advisor.

Point of Contact Name =

Full Mams

Email *
Phena = &
Titla/ Pasition =

Lpensoring Unit/Department/Organization =
This name must match Mvolvel - No acronyms.

= Approver Infa
Select Debra Hendricks

UNL Yice Chancellor or Designes

Drebra Hendricks (On bahalf of Laurie Bellows for Sfudant eventz. ncluding RE08, Fralemities and Sorornties) bl

UNL Chair/H=ad Director/Dean (For JANR events, plzase us= the cognizant Degn) *

Start typing name, then selact from dropdowm

For RS0 events, Type "Riepe” and select Veronica Riepe

Sawe POF [POF will sse be cmeikd sl finsl )

For F5L Events, Type "Thiedeman" and select Leigh Thiedeman



