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EVENT ORGANISATION CHECK-LIST  


Name of the project:
Date: 

Aim of the project:

Project manager:

Project secretary:
Project group:
PLANNING STAGE
	What needs checking (what assignment?)
	When
	Person in charge
	Who will do what?
	OK?

Next meeting

	Check the names of the project group members and how many of them there are 

· List of project group members with contact information to the commissioning party
	
	
	
	

	Project plan (who, when?)
	
	
	
	

	Aim and scale of the event (what , when and where?)

· Situation at outset
· Aims
	
	
	
	

	Project schedule (what should be done by when?)

· marketing
· sponsors
· others?
· 
	
	
	
	

	Project parts (which larger areas of responsibility does the project include) e.g.
· Internal communication
· External communication
· Agreements
· First aid
· Layout and setting
· Cleaning
· Presenters / couple of responsible leaders
· "technical gophers"

· Performers
· Marketing and communication
· Other parts?
	
	
	
	

	Required permits and agreements
· Licensing
· Entertainment permit
· Copyright
· Other required permits
	
	
	
	

	Division of tasks (Who does what?)

· How much time does each person have?
· Sub-groups with a person in charge
	
	
	
	

	Cost planning i.e. the budget (what costs and how much and with what money?)
	
	
	
	

	Partners and sponsors

	
	
	
	

	Communication and marketing (who, to whom. when, what, using which means of communication?)
· Aim and target group of communication
· Communication plan
· ON TIME!!!!! 

This includes a lot of different tasks such as:
· Advance information
· Media bulletins
· Information during the event
This is a BIG part with lots of work to do!
	
	
	
	

	Evaluation (what, who, where, how?)
· Collection of feedback (who, when, how?)
	
	
	
	

	Documentation or project portfolio
· Project plan
· Communication plan
· Memo
· Correspondence and emails
· Marketing material
· Bulletins and newspaper articles
· Evaluation of own learning
· Project diaries
· Final report
· Other documents?
	
	
	
	

	Keeping a record of time used in the project i.e. project diary
	DURING THE WHOLE PROJECT
	ALL
	
	

	Quality management (what, who, where, how?)

· What are the critical success factors?
	
	
	
	

	Learning aims?
· Getting to know the literature
	
	ALL
	
	

	Other parts? Add more cells!
	
	
	
	


IMPLEMENTATION
	Update project plan as operations progress
	
	
	
	

	Update and monitor budget
	
	
	
	

	Collate project portfolio/file

	
	
	
	

	Discussions with commissioning party/parties

	
	
	
	

	Written commissioning agreement with attached project plan
· responsibilities
· costs
· description
· aims
· liabilities
	
	
	
	

	Ideas for the event, making it feasible
· creative stage
· specific aims
· realities ( amendments to the schedule
	 
	
	
	

	Schedule for the event
· written event programme 

· event programme announced
	
	
	
	

	Performers (who? Who makes the contracts?)
· offers and contracts
· Fees etc.

· Written contracts (invoiced or salaries?)
	
	
	
	

	Security and first aid
· Offers and contracts
· How many?

· Where from?
	
	
	
	

	Required bookings
· Offers and contracts
· location
· sound quality etc
	
	
	
	

	Communication
· offers and contracts
· press bulletins
· Communications in advance and during the event
	
	
	
	

	Marketing (how, who?)

· Offers and contracts
· Graphics planning
· photography
· copy-writing
· brochures/leaflets
· TV, radio, internet

· etc
	
	
	
	

	External parties i.e. outsourced operations (who will be needed?) 

· offers and contracts
· list of parties/operations and PR person
	
	
	
	

	Procurement of sponsors and partners
· offers and contracts
	
	
	
	

	Permit applications, acquire insurance (what, who, from where and when?)
· offers and contracts
	
	
	
	

	Planning the premises (who will be responsible?)
· visit the location
· plan
· interior decoration
· materials
· add WCs
· order materials (when, how much, logistics, who responsible?) offers and agreements
· planning overall setting
	
	
	
	

	Signposts and instructions (outside, inside, internet)
· order
· style
· setting up
	
	
	
	

	Food and drink
· What will be on offer?
· Who orders and will bring the provisions to the location?
· Who will be serving?

· What permits will be needed? Where from?
· 
	
	
	
	

	Physical organization of the event premises, schedule for setting-up?)

· Offers and contracts
· keys
· contact persons
· requirements of the event programme
· other possible activities
	
	
	
	

	Transport
· offers and contracts
	
	
	
	

	After the event
· cleaning
· waste handling
	
	
	
	

	Other? Add more cells!
	
	
	
	


CONCLUSION AND EVALUATION
	Post-event marketing
(Who, to whom, how?)
	
	
	
	

	Collection and processing of feedback
· from interest groups
· the commissioning party!!!
· Self-evaluation
· Project groups evaluation meeting
	
	
	
	

	Collation of the project portfolio/file

	
	
	
	

	Final reporting

	
	
	
	

	Agreeing credits 

· According to amount of work, hours recorded in the project diary
ALL AGREED DOCUMENTS MUST BE RETURNED BEFORE CREDITS WILL BE AWARDED!!
	
	ALL
	
	

	Combining theory with practice
· Theoretical part also ‘intellectual’ part
· All must write a discursive essay on some aspect of the project
· Learning diary
	
	ALL
	
	


