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EVENTS EASY GUIDE
Event Organisers Checklist

- Gather staff for full briefing

- Organise volunteer registration area & entertainers area

- Circulate contact list with mobile numbers to all staff / volunteers

- Chain of command in case of emergency

- Distribute incident reporting method

- Final rehearsal and sound check

- Meeter, Greeter & Minder for VIP’s

- Event kit with essentials

- Removal of all equipment and rubbish

- Thank you letters to staff, volunteers, performers

- Thank you presentation to sponsors

- Evaluation / debrief with key stakeholders

- Close off budget

- Hold a de-brief session to look at ways of improving the event

- Final report




