Event Running Sheet - Template

	INSERT NAME OF EVENT

Insert day and date of event

Insert time of event

Insert location or venue for event

Contact:  insert name and number of who to contact in case of emergency

	TIME
	ACTION / TASK
	WHO
	NOTES

	Insert time such as 11.30
	Insert duration such as 1 hour
	Insert action e.g. decoration of facility
	
	

	12.30 pm
	30 mins
	Guests arrive, name tags distributed and refreshments served
	
	

	1 pm
	E.g. 2 minutes
	MC to welcome guests, give brief introduction and introduce next speaker
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


