
Day of the Event Plan Worksheet

	Time
	Task Description
	Person Assigned

	
	
	

	
	Venue available/arrival time
	

	
	Committee meeting and walk through
	

	
	Volunteer arrival and training
	

	
	Media desk/area set up and contact person in place
	

	
	Registration table or Event Management Table set up 

(at least one hour prior to event)

                                  Volunteer registration

                                  Participant registration

                                  VIP registration 
	

	
	Information booth / displays set up
	

	
	Money/ticket storage and security
	

	
	Transportation

                                  Volunteers

                                  Participants 

                                  Supplies
	

	
	Communication systems set up and check 
(cell phones, walkie talkies, notice boards)
	

	
	Audio and visual set up and check 
	

	
	Lighting set up and check 
	

	
	Plan for Welcome, Speeches, Performances, Thank yous
(who, order, timing, length)
	

	
	Rehearsals (if required)

                                   Performers

                                   Speakers

                                   Band/Entertainment
	

	
	Decorations

                                    Supplies

                                    Who will decorate and when
	

	
	Coat Check set up and open time                                  
	

	
	Activity/event area set up

                                     Area 1: 

                                     Area 2:

                                     Area 3:

                                     Area 4:

                                     Area 5:

                                     Area 6:
	

	
	Greeters/Ticket takers
	

	
	Food, Beverage

                                     Set up

                                     Serving time

                                     Clean up
	

	
	Meal Service Timing
	

	
	Review final details and timing with service providers
	

	
	Auction set up

                                      Items to venue

                                      Display set up

                                      Timing

                                      Cash out set up and training
	

	
	Review Emergency Procedures with committee and volunteers
	

	
	Signage up; directions, sponsors, agenda
	

	
	VIP arrivals: time, items to be given, briefing

                                     Performers

                                     MC

                                     Sponsors

                                     Auctioneer

                                     Referees


	

	
	Participant arrival: time, items to be given
	

	
	Wrapping up event:

( thank yous, departure timing, final closing time of event)
	

	
	Clean up and garbage disposal
	

	
	Lost and Found
	

	
	Gather rental/borrowed items and return
	

	
	
	

	
	
	

	
	
	

	
	
	



