EVENT PLANNING CHECKLIST SAMPLE

This may serve as a helpful checklist as you prepare to plan your event.

Event details

Event name:
Date:

Time:
Location:

Guest of Honour (if applicable):

Event (Brief overview of event, including its purpose and target audience)
overview
Budget Budget source:
Total budget:
Allocated breakdown:
S/N | ltem Unit price | Quantity | Total
price
1
2
3
Publicity (How will you generate awareness and attract participants)
Team (Team members and their responsibilities; e.g. lead, publicity in-charge,

treasurer, efc.)

Logistics

Venvue:




Venue set up requirements:

Equipment and materials:

Refreshments (if applicable):

Programme
outline

Duration/time

Programme

In-charge




