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Project plan/Critical path/Task list template for an event

<Event name>

<Event location>, <Event date and time>


	Task
	Responsibilities:
	Started  Finished  Date
	

	
	
	
	



KEY MILESTONES


Expression of interest deadline


Marketing print deadline


Event date


TASKS COMPLETED


Establish date for event


Steering committee set-up and allocation of sub-committees (set

parameters and methodology of communication)


Venue contract reviewed and signed


Finalise title and theme


Seven to 10 months prior


Design and print


Arrange the design of logo


Finance


Prepare preliminary budget and have signed off


Confirm booking procedure (if tickets are involved)


Research funding grants to apply for


Ensure public liability insurance covers all event activities


Management


Draft critical path for review


Establish future committee meeting dates


Finalise committee responsibilities


Hold community and public consultation


Write event management plan


Marketing


Establish marketing and communications plan


Update regional tourism websites with event details


Program


Research ideas for entertainers/ performers/ activities


Sponsorship


Obtain information on demographics and the key benefits of

involvement from commercial perspective for inclusion in the

sponsorship flier


Sponsorship packages to be determined (levels, packages, inclusions

and entitlements)


Send sponsorship flier to print


Distribute sponsorship flier and make pitches


Review and enter sponsorship contact databases into database


Six months prior


Emergency services


Request first aid service service


Management


Confirm performers entitlements (travel, accommodation and meals)


Committee meeting


Program


Programme grid developed with performer time allocations


Discuss ideas for entertainers/performers/activities with committee


Research welcome to country


Five months prior


Community participation - expression of interest


Introduction of project to community through marketing, call for

expression of interest from individuals/groups interested in planning,

performing, volunteering


Food stalls


Research appropriate food stalls/vendors and update database


Send information to potential food stalls/vendors


Entertainment


Source performers as appropriate and update database


Confirm with committee with performers (and check against budget)


Update master spreadsheet for for entertainments


Send contracts to all performers/activites (outlining deadlines,

requesting photos, biographies and confirming entitlements)


Management


Committee meeting


Marketing


Put expression of interest detials on website


Sponsorship


Plan a schedule to follow up regularly with potential sponsors


Produce contract for sponsors, process invoices, and request logos as

sponsorship bookings come in


Venue


Evacuation plan


Four months prior


Design and print


Set program draft and brief


Finance
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Project plan/Critical path/Task list template for an event

<Event name>

<Event location>, <Event date and time>

	Task
	Responsibilities:
	Started
	Finished
	Date
	

	
	
	
	
	
	

	Review 2012 budget
	
	
	
	
	

	Food vendors
	
	
	
	
	

	Compile draft contracts and forms
	
	
	
	
	

	
	
	
	
	
	

	Raise invoices for food vendors
	
	
	
	
	

	Entertainment
	
	
	
	
	

	Confirm with committee with performers (and check against budget)
	
	
	
	
	

	
	
	
	
	
	

	Update master spreadsheet with entertainment contact details
	
	
	
	
	

	Review contracts (checking that risk management form is complete
	
	
	
	
	

	and that insurance is current)
	
	
	
	
	

	Management
	
	
	
	
	

	Committee meeting
	
	
	
	
	

	Wet weather contingency plan
	
	
	
	
	

	Marketing
	
	
	
	
	

	Engage in social media for event
	
	
	
	
	

	Three months prior
	
	
	
	
	

	Food Vendors
	
	
	
	
	

	Send contracts to all food vendors (outlining deadlines and confirming
	
	
	
	
	

	entitlements)
	
	
	
	
	

	Check current food registration with the council
	
	
	
	
	

	Infrastucture
	
	
	
	
	

	Book infrastructre as per performers requirements
	
	
	
	
	

	Confirm standard requirements for stages
	
	
	
	
	

	Request quote from audio visual supplier
	
	
	
	
	

	Entertainment
	
	
	
	
	

	Book accommodation for performers where required
	
	
	
	
	

	Management
	
	
	
	
	

	Committee meeting
	
	
	
	
	

	Marketing
	
	
	
	
	

	Flier design and production
	
	
	
	
	

	Poster design and production
	
	
	
	
	

	Operations
	
	
	
	
	

	Draft security brief
	
	
	
	
	

	Get security quotes
	
	
	
	
	

	Book security
	
	
	
	
	

	Arrange parking staff for venue
	
	
	
	
	

	Organise any permits for event
	
	
	
	
	

	Organise any licences for event
	
	
	
	
	

	Traffic management plan
	
	
	
	
	

	Risk management plan
	
	
	
	
	

	Sponsorship
	
	
	
	
	

	Confirm sponsors' entitlements (acknowledgements, logos,
	
	
	
	
	

	advertisements) and request materials as appropriate (advising that
	
	
	
	
	

	full payment of sponsor package is required prior to print deadline for
	
	
	
	
	

	the sponsor's information to be included)
	
	
	
	
	

	Ensure all entitlements are adhered to
	
	
	
	
	

	Volunteers
	
	
	
	
	

	Meet with KM and VB about volunteer requirements
	
	
	
	
	

	Send expression of interest to previous year's volunteers
	
	
	
	
	

	Waste management
	
	
	
	
	

	Organise requirements
	
	
	
	
	

	Send out contract
	
	
	
	
	

	Two months prior
	
	
	
	
	

	Audio visual
	
	
	
	
	

	Confirm AV and send contract
	
	
	
	
	

	Design and print
	
	
	
	
	

	Ascertain what material will be required for final program
	
	
	
	
	

	Draft evaluation form and send to committee for review
	
	
	
	
	

	Draft final program
	
	
	
	
	

	Final proof of the program approved
	
	
	
	
	

	Send program to print
	
	
	
	
	

	Finance
	
	
	
	
	

	Obtain performers travel itineraries and organise reimbursements as
	
	
	
	
	

	applicable
	
	
	
	
	

	Food stalls
	
	
	
	
	

	Review contract (checking all elements of risk and that insurance is
	
	
	
	
	

	current)
	
	
	
	
	

	Ensure all appropriate paper work has been submitted including
	
	
	
	
	

	registration, insurance and food safety program
	
	
	
	
	

	Confirm power sources and update master spreadsheet
	
	
	
	
	

	Identify water requirements and update master spreadsheet
	
	
	
	
	

	Collate information with all final event details for information pack
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Project plan/Critical path/Task list template for an event

<Event name>

<Event location>, <Event date and time>

	Task
	Responsibilities:
	Started
	Finished
	Date
	

	
	
	
	
	
	

	Infrastructure
	
	
	
	
	

	Plan information area requirements (including furniture and signage)
	
	
	
	
	

	and place orders as required
	
	
	
	
	

	Book toilet cleaning
	
	
	
	
	

	Organise general venue cleaning prior and post-event
	
	
	
	
	

	Check if generator back up is required
	
	
	
	
	

	Ensure SunSmart considerations are implemented
	
	
	
	
	

	Organise keys for venue
	
	
	
	
	

	Confirm event staff work hours for event
	
	
	
	
	

	Organise water for green rooms, staff, event patrons and volunteers
	
	
	
	
	

	
	
	
	
	
	

	Management
	
	
	
	
	

	Draft runsheet
	
	
	
	
	

	Undertake committee site visit
	
	
	
	
	

	Confirm committee responsibilities during the event
	
	
	
	
	

	Plan staff and confirm rosters for information desk, MCs, directional
	
	
	
	
	

	staff and general duties
	
	
	
	
	

	Committee meeting
	
	
	
	
	

	Entertainment
	
	
	
	
	

	Confirm technical requirements - add to master spreadsheet
	
	
	
	
	

	Book Mayor/councillors to event
	
	
	
	
	

	Organise Mayor's speech requirements
	
	
	
	
	

	Chase invoices
	
	
	
	
	

	Marketing
	
	
	
	
	

	Banner (for Elgin Blvd) design and printed
	
	
	
	
	

	Send event details to Out & About
	
	
	
	
	

	Newspaper adverts designed
	
	
	
	
	

	Draft text for final program and send to committee for review
	
	
	
	
	

	Prepare signage brief (sponsor corflutes)
	
	
	
	
	

	Send program text to graphic designer
	
	
	
	
	

	Put posters in noticeboards
	
	
	
	
	

	Book photographer
	
	
	
	
	

	Security
	
	
	
	
	

	Determine whether additional venue security is required and organise
	
	
	
	
	

	booking if needed
	
	
	
	
	

	Sponsorship
	
	
	
	
	

	Confirm sponsor involvement in official opening
	
	
	
	
	

	Volunteers
	
	
	
	
	

	Update volunteer application form
	
	
	
	
	

	Source external volunteers
	
	
	
	
	

	Volunteers registered
	
	
	
	
	

	Volunteers position descrption and roster prepared
	
	
	
	
	

	Month prior
	
	
	
	
	

	Catering
	
	
	
	
	

	Staff/volunteer meal vouchers
	
	
	
	
	

	Emergency services
	
	
	
	
	

	Place first aid on site map
	
	
	
	
	

	Finance
	
	
	
	
	

	Update budget
	
	
	
	
	

	Finalise cash float for onsite
	
	
	
	
	

	Food stalls
	
	
	
	
	

	Information packs send to food vendors
	
	
	
	
	

	Send gas sheet information to relevant stallholders
	
	
	
	
	

	Map out site plan
	
	
	
	
	

	Follow-up phone call to ALL food vendor to ensure everything is fine
	
	
	
	
	

	
	
	
	
	
	

	Infrastructure
	
	
	
	
	

	Confirm all infrastructure
	
	
	
	
	

	Send site plan to all suppliers
	
	
	
	
	

	Pack-up list
	
	
	
	
	

	Collate all signage
	
	
	
	
	

	Review equipment list and do shopping list (if necessary)
	
	
	
	
	

	Mark up site map for OH and S inspection
	
	
	
	
	

	Brief parking staff
	
	
	
	
	

	Inform emergency services of event
	
	
	
	
	

	Map power outlets and wattage
	
	
	
	
	

	Green room
	
	
	
	
	

	Order food/ beverages for performers
	
	
	
	
	

	Main stage
	
	
	
	
	

	Confirm technical requirements
	
	
	
	
	

	Review and finalise main stage confirmation to all performers with
	
	
	
	
	

	onsite briefing notes (remember to confirm stage size within breifing
	
	
	
	
	

	
	
	
	
	
	

	Distribute performer biographies and briefing notes to stage MCs
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Project plan/Critical path/Task list template for an event

<Event name>

<Event location>, <Event date and time>

	Task
	Responsibilities:
	Started
	Finished
	Date
	

	
	
	
	
	
	

	Set-up housekeeping notes for onsite folder for MCs
	
	
	
	
	

	Organise MC breifing
	
	
	
	
	

	Management
	
	
	
	
	

	Committee meeting
	
	
	
	
	

	Confirm onsite staff roster
	
	
	
	
	

	Print running sheets, program and site plan and distribute to all
	
	
	
	
	

	involved
	
	
	
	
	

	Prepare onsite contact list (including performer list)
	
	
	
	
	

	Prepare event handbooks for staff/volunteers
	
	
	
	
	

	Prepare onsite folders (including master folders)
	
	
	
	
	

	Prepare stage manager folders
	
	
	
	
	

	Marketing
	
	
	
	
	

	Corflute production
	
	
	
	
	

	Print program (with map)
	
	
	
	
	

	Brief to photographer and film crew
	
	
	
	
	

	Sponsorship
	
	
	
	
	

	Set-up meetings with sponsors
	
	
	
	
	

	Review and finalise sponsor onsite briefing notes
	
	
	
	
	

	Volunteers
	
	
	
	
	

	Volunteer training
	
	
	
	
	

	Follow-up external volunteers
	
	
	
	
	

	Volunteer position descriptions
	
	
	
	
	

	Runsheet of volunteers and job allocation
	
	
	
	
	

	Volunteer information packs
	
	
	
	
	

	Collate all information for information tent
	
	
	
	
	

	Week of event
	
	
	
	
	

	Venue
	
	
	
	
	

	Ensure keys from venue are obtained
	
	
	
	
	

	Volunteers
	
	
	
	
	

	Volunteer info evening
	
	
	
	
	

	Management
	
	
	
	
	

	Team breifing
	
	
	
	
	

	Bump-in
	
	
	
	
	

	Onsite (refer to individual run sheet for day)
	
	
	
	
	

	
	
	
	
	
	

	Dismantle
	
	
	
	
	

	
	
	
	
	
	

	Post event
	
	
	
	
	

	Management
	
	
	
	
	

	Send thank you letter to volunteers
	
	
	
	
	

	Send thank you letter to performers, activities and market stallholders
	
	
	
	
	

	
	
	
	
	
	

	Committee debrief
	
	
	
	
	

	Sponsors meeting and debreif (and return any signage)
	
	
	
	
	

	Analyse evaluation results
	
	
	
	
	

	Review media coverage
	
	
	
	
	

	Update budget
	
	
	
	
	

	Finalise accounts
	
	
	
	
	

	Prepare final report
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Event budget template

	
	
	
	Proposed (exc
	
	
	

	
	Component
	Particulars
	GST)
	Working
	Actual
	Notes

	
	Income
	
	
	
	
	

	
	
	Ticket sales
	
	
	
	

	
	
	Sponsorship
	
	
	
	

	
	
	Grants
	
	
	
	

	
	
	Raffles and fundraising
	
	
	
	

	
	
	Stall or other fees
	
	
	
	

	
	Total income
	
	$
	$
	$
	

	
	Expenses
	
	
	
	
	

	
	Venue hire
	Hire fee
	
	
	
	

	
	
	
	
	
	
	

	
	Infrastructure
	Equipment hire
	
	
	
	

	
	
	Audio visual (lighting and sound)
	
	
	
	

	
	
	Traffic management
	
	
	
	

	
	
	First aid
	
	
	
	

	
	
	Toilets
	
	
	
	

	
	
	Power
	
	
	
	

	
	
	Security
	
	
	
	

	
	
	Waste management
	
	
	
	

	
	
	
	
	
	
	

	
	Program
	Entertainment
	
	
	
	

	
	
	Travel and accommodation
	
	
	
	

	
	
	
	
	
	
	

	
	Catering
	Food for staff/ volunteers
	
	
	
	

	
	
	Food for performers
	
	
	
	

	
	
	
	
	
	
	

	
	Marketing
	Design
	
	
	
	

	
	
	Print advertising
	
	
	
	

	
	
	TV
	
	
	
	

	
	
	Radio
	
	
	
	

	
	
	Program
	
	
	
	

	
	
	Flyer
	
	
	
	

	
	
	Distribution/ postage
	
	
	
	

	
	
	Signage
	
	
	
	

	
	
	Photography
	
	
	
	

	
	
	Media launch
	
	
	
	

	
	
	
	
	
	
	

	
	Administration
	Permit fees
	
	
	
	

	
	
	Salaries and fees
	
	
	
	

	
	
	Stationary
	
	
	
	

	
	
	Decorations
	
	
	
	

	
	
	Prizes
	
	
	
	

	
	
	Insurance
	
	
	
	

	
	
	Contingency
	
	
	
	

	
	Total expenses
	
	$
	$
	$
	

	
	
	
	
	
	
	

	
	Total
	
	$
	$
	$
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Event marketing plan template


ACTIVITY

Event name

Advertising

Television:

Print:

Radio:

Signage:

Social media:

Website

Facebook

Twitter

Printed materials distribution

Flyers - size, quantity

Brochures - size, quantity

Posters - size, quantity

Other
