Event Management Plan
	Event Details

	Event name
	
	Event lead
	

	Event date
	
	UoN event lead
	

	Daily start time
	
	Daily finish time
	

	Get in date
	
	Get in timings
	

	Get out date
	
	Get out timings
	

	Event status
	Sporting ☐	Trade/Exhibition ☐
	Locations required
	

	Client Details

	Client name
	
	Telephone number
	

	Organisation
	
	Email address
	

	Task Checklist

	Event added to Legend
	☐
	Deposit invoice sent
	☐
	Planning meeting
	☐
	Skips ordered
	☐

	Event added to event calendar
	☐
	Deposit payment received
	☐
	Fire/Risk assessment
	☐
	Showsec booked
	☐

	Contract sent to client
	☐
	Balance invoice sent
	☐
	Catering informed of event
	☐
	Cleaning booked
	☐

	Signed contract received
	☐
	Balance payment received
	☐
	Security informed of event
	☐
	Staff briefed
	☐

	Attendee Details

	Expected numbers
	
	Ticketed event
	Yes ☐	No ☐	

	Doors open
	
	Location for ticket sales prior to event
	

	Doors close
	
	
	

	Entrance used
	
	Exit used
	

	Catering Requirements

	Food/Bar in use
	
	External catering
	Yes ☐	No ☐	

	Opening times
	
	External catering details
	

	Closing times
	
	
	

	Internal catering
	Yes ☐	No ☐	
	
	

	Additional catering info
	

	Technical Requirements

	Microphones
	
	Strobes
	

	Lighting
	
	Pyros
	

	Sound equipment
	
	Tents
	

	AV equipment
	
	Drapes
	

	Power requirement
	
	Staging
	

	Smoke/Haze
	
	Structures
	

	Additional technical info
	

	Get in/out notes
	

	Equipment & Furniture Requirements

	Details of requirements
	

	Security & Stewarding

	Details of requirements
	

	Car Parking

	Details of requirements
	

	First Aid

	Details of requirements
	

	Access Requirements

	Details of requirements
	

	Broadcasting/Streaming

	Details of requirements
	

	Signage & Branding

	Details of requirements
	

	Staffing Rota

	Event day 1

	Event manager
	
	Sports assistant 1
	

	Duty manager
	
	Sports assistant 2
	

	[bookmark: _Hlk189749696]Event day 2

	Event manager
	
	Sports assistant 1
	

	Duty manager
	
	Sports assistant 2
	

	Security Briefing

	Details of duties
	

	Cleaning Briefing

	Details of duties
	

	Staff Briefing

	Details of duties
	

	Deliveries & Collections

	Details of duties
	

	Additional Requirements

	Details of duties
	

	Risk Assessments & Associated Documents

	Details of duties
	

	Floor Plan

	Details of duties
	

	Staff Briefing

	Details of duties
	

	Key Timelines

	Day/Date & time
	Action required & location
	Completed by
	Additional comments

	
	
	
	

	
	
	
	

	
	
	
	

	Appendices

	Appendix 1
	



