
Annual Event Risk Assessment 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Risk Assessment for [Event Name] 

Introduction 

This document serves as the Annual Event Risk Assessment for [Event Name] scheduled on 

[Event Date]. The purpose of this assessment is to identify potential risks associated with the 

event and outline mitigation strategies. 

Event Details 

• Event Location: [Location] 

• Expected Attendance: [Number] 

• Event Duration: [Hours] 

Risk Assessment 

Risk Description Likelihood Impact Mitigation Strategy 

[Risk 1] [Low/Medium/High] [Low/Medium/High] [Mitigation Strategy 1] 

[Risk 2] [Low/Medium/High] [Low/Medium/High] [Mitigation Strategy 2] 

Conclusion 

Through this risk assessment, we hope to understand and manage the potential risks of [Event 

Name] effectively. Continuous monitoring will be employed leading up to the event and 

adjustments made as necessary. 

Approval 

Thank you for your attention to this matter. Please provide your feedback and approval. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Contact Information] 


