
Event Risk Assessment Overview 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Event Risk Assessment Overview 

Dear [Recipient Name], 

This letter serves as an overview of the risk assessment conducted for the upcoming event, 

[Event Name], scheduled for [Event Date(s)] at [Event Location]. Our primary objective is to 

identify and mitigate potential risks to ensure the safety and success of the event. 

1. Event Summary 

[Brief description of the event, including purpose, expected turnout, and key activities.] 

2. Identified Risks 

• Risk 1: [Description] 

• Risk 2: [Description] 

• Risk 3: [Description] 

3. Risk Mitigation Strategies 

[Discuss strategies in place to mitigate the identified risks.] 

4. Action Items 

• [Action Item 1] 

• [Action Item 2] 

• [Action Item 3] 

5. Conclusion 

We are committed to ensuring the safety and success of [Event Name]. Should you have any 

questions or require further information, please do not hesitate to contact me. 

Best regards, 



[Your Name] 

[Your Position] 

[Your Contact Information] 


