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How to Complete a Submission for an Event 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Answer each of these 

event questions. 

Enter the number of personnel 

working and affiliated with the 

event, as close to accurate as 

possible. Do not include the 

attendees. 

If based on the information provided a SEEP is required, 

select “Click Here to Complete Your SEEP” to provide 

additional information and complete your plan. 

Fill out the event name. This name should match the 

name associated with event services reservation.  

 

Fill out through description of 

the event including purpose, 

groups involved, etc. 

 

If you are requesting VTEM two-way 

radios for communication at your event, 

select Yes and follow the directions to 

complete the Radio Loan Request Form. 

View page  

 



SEEP Submission 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Include an accurate time of 

when the event will start and 

end. Please note the time is 

shown in a 24-hour clock.  

Fill out contact information for 

all key leadership members. 

Ensure responsible individuals 

are listed. 

 

Use a specific location for where the command center will be 
located.  

This should be a distinct location where event leadership 
operates and can be found in case of an emergency. Fill out the EMS 

number provided by 

Event Services.  

Select either the building name and/or common 

campus event space from the drop-down list.         

If your building or space is not listed, please type it 

below in the text field. 

. 
Choose the event location on the map 

provided by selecting a point on the map. 

If the event space is not listed above, provide it 

here. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

A detailed event schedule should be uploaded here- 

including all event milestones. The schedule must be in 

picture format i.e. JPG, IMG PNG, or PDF. Do not use MS 

Word.  

Account for set up, clean up, and other key event 

milestones. 

List the forms of communications that will be 

used during the event including all methods. 

List how you will monitor weather conditions prior and 

during the event i.e. weather websites, or weather apps, etc. 

This is applicable for indoor events as well. 

Include the key contact responsible for 

event cancellation or postponement.  

Include the how and what will be used to notify 

the event patrons if an emergency occurs i.e. 

microphone on stage, public address system, 

bull horn, cell phones, runners, etc.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Document each individual from the leadership team that 

is responsible for the different tasks needed to be 

fulfilled in case of emergency or severe weather event. 

Note: Do not select one individual for all tasks. 

If additional tasks are necessary, choose “Yes” and document the 

task/responsible party. 

This includes: police, fire, rescue, contracted security, etc. If you 

have commitments from any of these, please select which 

departments/agencies.  

If there are additional emergency/security personnel that is not 

listed, please select “Other” and provide contact information in 

the fields that appear. 

List a specific location in case of a needed 

evacuation or shelter-in-place. 

 

If sheltering is required, the location should be an 

interior room or corridor on the lowest level, 

away from windows and unsecured objects. 

It is important to avoid large free-standing 

expanses such as auditoriums and gymnasiums. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you have reached the end of the form and all fields are completed, select Save and Return to Form 

in the bottom right-hand corner. THE SEEP SUBMISSION IS NOT YET COMPLETED ONCE SAVED.  

List any access and egress concerns for 

the event and include parking for patrons 

and staff to park. If the event causes 

disruptions to parking or traffic, include 

that as well. If none, please state that. 

Include key information that needs to be 

reviewed and discussed on the day of the 

event before it begins- in addition to the 

provided points. 

Include a bird’s-eye view map of the event location. The map must 

be in picture format i.e. IMG, JPG, PNG, of PDF. Do not use MS 

Word. Include on the map key locations such as entrances, egress, 

routes of travel (if applicable), set-up formation (tables, tents, 

etc.), and where leadership can be found. To do so you can use a 

program such as Paint or Canva. See examples in Appendix A. 

Empty floor plans of your space is not sufficient. 



Radio Load Submission 

 

 

 

 

 

 

 

List the department or organization that 

is requesting radios. 

List the number of radios needed for the 

event. 

Select Yes or No if you need headsets as 

well. 

If your event is multiple days, select Yes 

for charging units. 

Select pick-up and return dates for the 

radius. Please be aware the clock icon will 

change both Date and Time to now. 



Completed SEEP Attachment 

Completed Radio Request Once all event information is provided, 

a SEEP and/or radio request is 

completed (as seen to the left), and 

submitter information is provided- the 

submitter may Submit. 

After saving and returning to form, complete the Submitter Information field by providing Submitter 

Name, Phone Number, and Email. It is important this information is correct in the event VTEM needs to 

contact you regarding revisions or changes to your submission. 

Once submitter information is completed, click Submit to return to the initial request submission. 

 

 

  

Note: If radios are requested for an event that requires a SEEP, the radio request will be reviewed after 

the SEEP is approved. 



Appendix A 
The following are examples for maps that could be submitted. You may use a program such as 

Paint or Canva. A screenshot from Google Maps with added graphics is perfectly acceptable. 

Make sure you include important locations as mentioned in the Event Map Section of the 

How To Guide. If needed, contact VTEM for help designing a map for your event.   

It is important to note that maps should not be hand drawn or sketched. These maps should be 

neat and allow for rapid identification of key locations and personnel. This is for the safety of 

your event staff and all attendees. Your SEEP submission may be returned or rejected if your 

map if insufficient. 

 

 

Figure 1: Event occurring at Graduate Life Center Lawn 



  

Figure 2: Event occurring on Dietrick Lawn 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 3: Event occurring at Squires.  

This is an example of an indoor location- common spaces such as Squires or Burruss Hall should have 
similar maps. 


