Event Checklist

Name of Event:  

Date: 

(
Plan with staff, form a committee, nominate coordinator/contact person

(
Set up timeframe for whole event, including tasks and persons responsible

· Budget.  If training, work out who is paying which staff? 

(
How may service users be included in planning and in the event?

(
Draft program


(
presenters/trainers


(
organise resources, PowerPoint presentations etc.
(
Who will be invited and how?

(
Venue


(
technical requirements—lectern/lectern light; microphones (fixed/roving/lapel); video; power points/power boards; overhead projector; lighting; air-conditioning/heating


(
disabled access; transport to/from venue

· Catering

· Food – special requirements/diabetics/gluten free 

· Drinks – diet drinks

· Sugar replacement

· Who will supply what?

(
Advertising/Publicity


(
flyer - hard copy/electronic (incl. registration details)


(
mail-outs - to whom — local, electronic/postal


(
dates for mail-outs - initial and follow up


(
organise media if relevant

(
Event requirements


(
name tags

(
Who to MC/coordinate the event


(
printed program/running sheet or agenda


(
paper, pens, folders


(
other information
(
Running event


(
staff training/briefing


(
registration desk (name tags, conference pack/program)


(
timekeeping 


(
signage/banners


(
media contact


(
recording equipment


(
microphones (fixed, roving, lapel)


(
lectern & light, lighting controls


(
photography/filming


(
speaker gifts


(
flower arrangements/potted plants

· heating/air-conditioning

(
Evaluation

ADF-23 Event Checklist
Page 1 of 1
v2 / 23 June 2020

