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Event Management Plan

(Example Template)

	Event Name
	Your Event Title - Example Event

	Event Location
	The name of the Park or open space

	Event Date
	The date of your event

	Organisation
	The name of your organisation 

	Document last updated
	The date you completed this form


1.0
Event Details
This section is used to provide the basic details of the event.
	What is it?
	Community Picnic

	What is the purpose of the event?
	Promotion of community activity 

	How many people will attend?
	300 to 500

	Is it ticketed?
	No

	Is there an entrance charge? If so how much?
	No

	What type of audience will the event attract?
	Family Event – children and adults, mainly family


2.0
Event Timetable

This section highlights the main operational timings for the event.
	Arrival time for Event Organiser
	From 06:00am

	Arrival time for Suppliers/Equipment
	From 06:00am

	Set up times
	From 06:30am

	Event Start Time
	10:30am

	Event End Time
	 6:00pm


3.0 Event Programme

This section is for you to plan the key activities and timings of your event. It can be used as a quick reference point on the day.

	Time
	What’s Happening
	Who is involved

	10.30am – 11.00am  


	Stalls open – tour of site by Mayor

	All participants

Lead person = Mr Name

	12noon – 6.00pm

	Sport area - 

Hockey. Cricket, Rounders,
Tennis, Volley Ball, Badminton
	Children from 4 – 17

Lead person = Mr Name

	12noon  – 6.00pm
	Bouncy Castles & other childrens rides 
	Children 4 – 17
Lead person = Mr Name

	12 noon  – 4.00pm

	Barbeque
	Members of the community – adults

Lead person = Mr Name

	1.00pm – 6.00pm
	Stage performances
	Bands and performers
Dance Troupes

Lead person = Mr Name

	6.00pm
	Events Close Down
	Lead person = Mr Name


4.0
Contact List

This section is for you to note the names and contact details of the people involved in your event.
	Name
	Role/Organisation
	Contact Number

	Mr A
	Event Manager
	07777 77777777

	Mrs B
	Safety manager (includes lost children)
	07777 77777777

	Mr C
	 Stall Manager (including food areas)
	07777 77777777

	Mr D
	Stage Manager
	07777 77777777

	Mrs E
	Site cleaning 
	07777 77777777


5.0
Event Checklist

This section is to help you identify the actions you need to take to ensure the smooth running of the event.

	Action
	Status

	Organisers on site to oversee set-up
	7.00am

	Stalls & catering to be set up
	 Completed – 7.45 am

	 Stage & sound system in place 
	 Completed – 8 am

	 Signboards
	 Erected – 8 AM

	 Marquees + Gazebos
	 Erected – 8:30 am 

	 Supplies
	 Delivered – 8.00am 

	Event Open
	10.30am – 6.00pm

	Pack- up of stalls etc.
	 From 6.00pm – n.b. when the event organisers decides that it is safe to allow vehicles on site 


6.0
Signing off document 
	Date completed
	Today’s date

	Name (please print clearly if completing by hand)
	Main organiser name

	Contact daytime telephone number
	Main Organiser detail

	Contact email
	Main organiser detail


