EVENT PLAN TEMPLATE A6t

Venue:

Guests:

Event Date:

Event Name:

Days until event

Drought Fundraiser

6/23/2021
Drovers Football
Club
30
133

GOVERMMENT

NSW Department of
Primary Industries

~ Young Farmer

STATUS UPDATE KEY

URGENT
WORKING ON

NOT YET STARTED
COMPLETED

—\

EVENT PLANNING TIMELINE

\

Weeks Expecte.d Task Details Respogﬁible Status |Date Completed
out Completion

Initial Event Planning ~ \
-8 28-Apr-21 Committee Form a committee \ \ /m 25/04/2021
-8 18-Aug-21 Objectives Affirm event objectives 7\ \\ \ _ All 25/04/2021
-8 18-Aug-21 Date Establish an event date <~ \ Y\ ¥ All 25/04/2021
-8 18-Aug-21 Venue Research and choose avenue - Y Sam 25/04/2021
-8 18-Aug-21 Budget Create a bqu the Yoxn Fa)n& Gro\pFoolkit mep/ate Tim
-7 11-Aug-21 Name Crea/te/an/ame for yourRaen All
-6 04-Aug-21 Runsheet (Create draft rfnshbdxor\gdx] \ ° Al _

Sponsorship and Donations
-6 04-Aug-21 it List Creamn‘ Ilst -“Hot, ngaa/nd Cold potential sponsors Tim
-6 04-Aug-21 \(’roposa/ Create spons%shzﬁroposa/ (if relevant) Tim
-6 04-Aug-21 Xetfers Create Wuta sponsorship/donor letters Tim
-5 28-Jul-21 A gré\ements W/’th and confirm sponsorship agreements Tim and Anna
-5 28-Jul-21 Sponsorés@/p ss Create a spreadsheet to manage confirmed sponsors and promised benefits Tim

Speakers \/
-8 18-Aug-21 Long list Brainstorm speakers All 25/04/2021
-7 11-Aug-21 Short list Contact and confirm speakers Sam
-6 04-Aug-21 Brief Confirm topic, theme, timing, audience, room type/size Sam
-4 21-Jul-21 Master of Ceremonies |Engage and brief MC All/Sam
-4 21-Jul-21 Other needs Organise travel, accommdation, presnetaiotn requirements (i.e. lapel microphone) Sam
-2 07-Jul-21 Gifts Organise speaker gifts (local goodies are great!) Sam
-1 30-Jun-21 Reminder and runsheet |Send reminder of timing and runsheet, and ask for a copy of presentation Sam

Contractors
-6 04-Aug-21 Photographer Contact and confirm photographer Petrina 25/04/2021
-6 04-Aug-21 Hire Company Obtain quote and manage hire company Petrina 25/04/2021




-6 04-Aug-21 Venue Contact venue and confirm runsheet Petrina _ 25/07/2021

-6 04-Aug-21 Buses Contact bus companyand confirm runsheet Petrina

-6 04-Aug-21 Caterer Contact caterer and confirm runsheet _—\ Petrina
Guest list, invitations and registration \

-6 04-Aug-21 Attendees Make a guest list \ Tim 25/07/2021

-6 04-Aug-21 Registration Setup registration platform \$am 25/07/2021

-5 28-Jul-21 Invitations Send out invitations - %m

-5 28-Jul-21 Faceboook Eevnt Create a Facebook Event on your Group page Sam

-5 28-Jul-21 Flyer Create an event flyer, print and d/stgbute/hem toﬁ@Nks\es Sam
Health and Safety - ([ \\ NV

-4 21-Jul-21 Regulation Research any /ocaWat you Reed Were 1ol your eveM Bruce

-4 21-Jul-21 Permits Contact /oga/»co/unc// for, em /krm/‘z‘A/ Sandy

-4 21-Jul-21 Safety De/vslo;7/a safety p/Qq /ﬂ«kMJarw and me;ﬁﬂf spots. Sandy

-4 21-Jul-21 Covid-19 C‘reate Coyid- Petrina
Advertising and Marketing

2 07-Jul-21 /Pés Release Me afld Mstribute ,geesﬁ/ease Charlotte

2 07-Jul-21 \ Radlo Or§arfee /ocaLcaa‘fcfadverﬁS/hg and interview Charlotte

-2 07-Jul-21 \ Paper Orga/7//'se7‘0/aa/ paper advertising and interview Charlotte

-2 07-Jul-21 \Facebook Ee@raph/c Facebook event advertising Charlotte

-2 07-Jul-21 \ Share Ask other Facebook groups and people to share the event Charlotte

-1 30-Jun-21 A‘aﬁ‘ag Create hashtag Charlotte

-3 14-Jul-21 Email Create email campaign Charlotte

-3 14-Jul-21 Social Create social media marketing campaign Charlotte

-3 14-Jul-21 Calendars Post event on event calendars such as Farm Table Charlotte
Event signage and swag

-4 21-Jul-21 Signage Organise event signage Anna

-4 21-Jul-21 Swag Decide on event swag such as bags, pens, pamphlets etc. Anna

-3 14-Jul-21 Décor Decide on décor Anna

-1 30-Jun-21 Name tags Name tags Anna
Final event set up

-2 07-Jul-21 Contingency Plan Write a contingency plan and distribute to all committee members Bruce

-1 30-Jun-21 RSVP Collate RSVPs and send reminder to all attendees Sam

0 23-Jun-21 Runsheet Share runsheet with venue, speakers and contractors Bruce

0 23-Jun-21 Test Test lighting, AV, and soundcheck Petrina

0 23-Jun-21 Set up Room set up All

0 23-Jun-21 Registration Prepare registration desk Anna
Event Day A\

0 23-Jun-21 Runsheet print Have copies of the runsheet on hand (in case they did not print it!) \Tim

0 23-Jun-21 Welcome Ensure smooth entry and registration inc. someone to welcome A\1 na

0 23-Jun-21 Promotion Promote your event through live social media Ch a?\otte

0 23-Jun-21 Photography Assign someone to take photos throughout the event (if Wographerj Charl&[te




0 23-Jun-21 Trouble Shooting Be prepared for trouble shooting - have a copy ogbe'cﬁntmge‘nc( pla lyou /‘me‘

0 23-Jun-21 Promises Ensure sponsorship promises are met P N \ \ Tim

0 23-Jun-21 Notes Keep notes of what worked and whatdidnot [\ \ Ny V" Tim
Post event R 4 P

1 16-Jun-21 Survey Create and d/’.s‘tL/the/on//ne e ey t z‘tgde'esv Charlotte

1 16-Jun-21 Thank you /nd/v/d ank you tgeveryRn&iol Anna

1 16-Jun-21 Media release | post event mgdidxele Charlotte

1 16-Jun-21 Highlights % &dia Charlotte

1 16-Jun-21 //Lwoﬁs En.sga// i are sent/ﬁecﬂed and paid. Tim

2 09-Jun-21 /%conc///at/on Reco\gdelfudget W analytics Tim

2 09-Jun-21 \Meet/hg Comm/tte;de—’bﬁef meeting All

2 09-Jun-21 /\pqu/tta/ G@at?ﬁ]u/ﬂa/ reporting if required Tim

2 09-Jun-21 Ne)(t event Start planning the next event! All

(=




