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 EVENT CHECKLIST

	ITEM
	ACTION

REQUIRED
	RESPONSIBILITY
	BUDGET
	DEADLINE
	COMPLETED

	SIGNAGE
	
	
	
	
	

	Poster
	
	
	
	
	

	Quantity
	
	
	
	
	

	Delivery
	
	
	
	
	

	Placement
	
	
	
	
	

	Removal
	
	
	
	
	

	Other
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	SECURITY
	
	
	
	
	

	Venue
	
	
	
	
	

	Hospitality
	
	
	
	
	

	Cash
	
	
	
	
	

	Other
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	ITEM
	ACTION

REQUIRED
	RESPONSIBILITY
	BUDGET
	DEADLINE
	COMPLETED

	AWARDS
	
	
	
	
	

	Trophies
	
	
	
	
	

	Certificates
	
	
	
	
	

	Presentation/s
	
	
	
	
	

	Prizegiving
	
	
	
	
	

	Other
	
	
	
	
	

	
	
	
	
	
	

	TECHNICAL
	
	
	
	
	

	Power source
	
	
	
	
	

	Phones
	
	
	
	
	

	Faxes
	
	
	
	
	

	Internet access
	
	
	
	
	

	PA System
	
	
	
	
	

	Music
	
	
	
	
	

	Audio visual equipment
	
	
	
	
	

	
	
	
	
	
	

	SERVICES
	
	
	
	
	

	Staff/Volunteers
	
	
	
	
	

	Catering
	
	
	
	
	

	Cleaning
	
	
	
	
	

	Toilets
	
	
	
	
	

	Signage/marquee maintenance
	
	
	
	
	


	ITEM
	ACTION

REQUIRED
	RESPONSIBILITY
	BUDGET
	DEADLINE
	COMPLETED

	Power
	
	
	
	
	

	Water
	
	
	
	
	

	First Aid
	
	
	
	
	

	
	
	
	
	
	

	HOSPITALITY
	
	
	
	
	

	Sponsors
	
	
	
	
	

	Media
	
	
	
	
	

	VIP’s
	
	
	
	
	

	Location
	
	
	
	
	

	Catering; food, drinks etc
	
	
	
	
	

	
	
	
	
	
	

	MEDIA
	
	
	
	
	

	Media/Press kits; media release
	
	
	
	
	

	Media facilities/ Interview area
	
	
	
	
	

	
	
	
	
	
	

	MERCHANDISING
	
	
	
	
	

	Range
	
	
	
	
	

	Quality
	
	
	
	
	

	Sales; pricing
	
	
	
	
	


	ITEM
	ACTION

REQUIRED
	RESPONSIBILITY
	BUDGET
	DEADLINE
	COMPLETED

	Displays; advertising; signs
	
	
	
	
	

	Licenses
	
	
	
	
	

	
	
	
	
	
	

	COMMUNICATIONS
	
	
	
	
	

	Major sponsor
	
	
	
	
	

	Co-sponsors
	
	
	
	
	

	General public
	
	
	
	
	

	Lost property/people
	
	
	
	
	

	Advertising;PR
	
	
	
	
	

	Programmes
	
	
	
	
	

	
	
	
	
	
	

	LEGAL
	
	
	
	
	

	Contracts
	
	
	
	
	

	Licensees
	
	
	
	
	

	Local Council approvals
	
	
	
	
	

	Venue approvals
	
	
	
	
	

	Contingency
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


