
As of 8/2025 

Trojan Event Services Intake Checklist  
For Use When Reporting Possible Recognized Student Organization (RSO) Event Violation. Email completed form to TuckerC@usc.edu.  
 
Event Information  
Event Name: _____________________________________________________________ Today’s Date _________________________ 
 

Event Date & Time: _________________________________________________ Registered Through Engage/TES?  ☐ Yes ☐ No 
 

Location (Venue/Room): ________________________________________________________________________________________  
 

Sponsoring Student Organization(s): ______________________________________________________________________________  
 

Department Sponsor (if any): ____________________________________________________________________________________  
 

RSO Event Contact (First and Last Name on the ESR.)_________________________________________________________________ 
 

Day of Event Contact person (Name and email address)  ______________________________________________________________ 
 

TES Staff person completing the form (Name, title, email address and phone 
number)  ____________________________________________________________________________________________________ 
 

Incident Details (Check All That Apply)  
Registration & Compliance  
☐ Event was not registered/reserved properly  
☐ Event exceeded venue capacity  
☐ Event extended beyond approved reservation time (exceeding 45 minutes beyond reservation time)  
☐ Sponsor misrepresented event type or host ("fronting")  
☐ Failure to hire required security or event staff 
☐ Unapproved flyers on campus 
☐  Unapproved marketing and advertising of event 
☐  Failure to pay TES fees 
☐  Failure to disclose accurate event details 
☐  Failure to follow TES “no show” or late cancellation policy 
 

Risk & Safety  
☐ Alcohol was present without university approval  
☐ Smoking or Vaping in venue or adjacent restroom 
☐ Unapproved food in venue 
☐ Failure to follow fire code/safety protocols of the venue and/or TES staff 
☐ Equipment and/or Property damage occurred the reservation time (before, during or after the event) 
☐ Individuals were observed in unsafe or high-risk behaviors  
☐ Excessive trash left after the event 
 

Conduct Concerns  
☐ Involvement of DPS or other emergency services    ☐ Reports of hazing or coercion  
☐ Verbal or physical altercations occurred     ☐ Complaints of bias, harassment, or discrimination  
☐ Pattern of repeat violations or previous warnings  
☐ Other  
Explanation of Incident _________________________________________________________________________________________ 
____________________________________________________________________________________________________________ 
 

Supporting Documentation  
☐ Photos or video       ☐ Incident report (if applicable) 
☐ Post event report       ☐ DPS report # (if applicable): _________________________ 
☐ Correspondence with organization leaders    
☐ Event contract (Signed ESR) or vendor agreement (if relevant)  
 
Referral Recommendation  
☐ For Campus Activities advisement/education only                ☐ Referral to OCE for possible policy investigation  
☐ Not sure, requesting guidance 
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