EVENT CHECKLIST
(SAMPLE ONLY)
Here’s a sample checklist for an event that will help you work out what needs to be done and make everyone’s jobs easy to follow. Your event might be relatively simple or quite complex – just work out what items will be useful for your event and list them like the sample items here.

	Item
	Action
Required
	Responsibility
	Budget
	Deadline
	Completed

	SIGNAGE
	
	
	
	
	

	Production
	
	
	
	
	

	Quantity
	
	
	
	
	

	Delivery
	
	
	
	
	

	Placement
	
	
	
	
	

	Removal
	
	
	
	
	

	Storage
	
	
	
	
	

	Other
	
	
	
	
	

	
	
	
	
	
	

	SECURITY
	
	
	
	
	

	Venue
	
	
	
	
	

	Hospitality
	
	
	
	
	

	Cash
	
	
	
	
	

	Other
	
	
	
	
	

	
	
	
	
	
	

	TICKETING
	
	
	
	
	

	Branding
	
	
	
	
	

	Quantity
	
	
	
	
	

	Staff
	
	
	
	
	

	Outlets
	
	
	
	
	

	Other
	
	
	
	
	

	
	
	
	
	
	


