Event Planning Document
Name of event: 

Date/time/location:

Type of event: ___ Breakfast ___ Lunch ___ Buffet ___ Reception ___ Dinner  ___ Ceremony

Purpose of event: ___ Group Meeting ___ Recognition ___ Annual Event ___  Other:

Event manager:

Other staff involved (include role/responsibility): 

Number of invitations:

Number of expected guests:

RSVP to:

Other speakers:

VIP attendees:

Space:

Caterer:
A/V:

Objectives:

Details of the event format:

Media/ communications:

Successful completion criteria:

Post event follow up:

Challenges:
Things to think about

Name of Event:

Date/Time:

Location:

Event Timeline (What will happen and when)

Have you booked a venue? 

Have you booked a caterer?

Do you need A/V, if so have you booked it?

Have you sent out invitations?

                Who will they RSVP to?

Do you need marketing materials? (Flyers, Posters, Banners or Awards?)

VIP/Guest Speaker?

Parking?

Name Tags?

Check In Table?

Photographer?

Emergency plan (what is your plan if something goes wrong? ‘Winging it’ is not a plan)
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