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Title of Event

Date

time
-------

Event Workplan & Checklist 

	1. Event at a glance

	Event Tier:
	

	Event Date:
	

	Event Time:
	

	Event Location:
	

	Host Department:
	

	Event Leads:
	

	Brief Description / Event Backgrounder:
	

	Budget:
	

	Summary of 

Activities:
	

	Expected attendance:
	

	Media expected:
	


	2. Event Contacts

	Role:
	Contact Name:
	Department:
	Email:
	Extension:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	3. Budget Estimate

	Supplier:
	Description:
	Estimate:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	TOTAL
	DOES NOT INCLUDE TAXES
	


	4. Goals, Objectives and Measurements

	The goals of this event are:

	· 


	5. Speakers & Speaking Notes

	Role
	Speakers
	Notes drafted by
	Key Messages

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	6. Minute-by-Minute Scenario

	Time
	Description

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	7. Pre-event Briefings

	President Briefing Date:
	

	Briefing Time:
	

	Briefed by:
	

	Location:
	

	Speakers Briefing Date:
	

	Briefing Time:
	

	Briefed by:
	

	Location:
	


	8. Photography

	Type (photo/video):
	

	Media (digital / film):
	

	Date booked:
	

	Name: 
	

	List of shots:

	

	Onsite briefing required:
	

	Onsite briefing time:
	


	9. Event Logistics

	Facility Rental:



	Building and Room Name:
	

	Capacity:
	

	Contact and coordinates:
	

	Date booked:
	

	Booking time from:
	

	ICB sent:
	

	Next site inspection date:
	

	Venue Notes:
	


	Registration:



	Registration tables required:
	

	QTY:
	

	Chairs required:
	

	QTY:
	

	Waste basket required:
	

	QTY:
	

	Laptop required:
	

	Printer required:
	

	Electrical requirements (outlets & cords):
	

	Skirting and Draping:
	

	Easels required:
	

	Registration notes:


	


	Staging:



	Risers required:
	

	QTY/size/height:
	

	Riser step required:
	

	Podium required:
	

	Podium type (wood/acrylic):
	

	Water at podium:
	

	QTY:
	

	Chairs required:
	

	QTY:
	

	Tables required:
	

	QTY:
	

	Staging Notes:
	


	Audio/Visual:



	Supplier name:
	

	Contact info:
	

	Setup date and time:
	

	Sound check date and time:
	

	Teardown date and time:
	

	ICB sent
	

	Technician’s Name:
	

	Equipment required:
	

	Audio-Visual Notes:
	


	Décor:



	Pipe and Draping required:
	

	Flags, description and QTY:
	

	Décor Notes:
	


	Lighting:



	Additional Lighting required:
	

	Gobos required:
	

	Lighting Notes:
	


	Parking:



	Parking passes required:
	YES, for Ice House clients.  Keith Bray to confirm exact numbers

	QTY:
	


	10. Entertainment

	Background Music required:
	

	Background Music selection:
	

	Background Music Notes:
	

	Rodney the Raven required:
	

	Contact info:
	

	Date booked:
	

	Booking time from:
	

	Briefing date:
	

	Booking time to:
	

	ICB sent:
	

	Rodney the Raven Notes:
	


	11. Signage Plan

	Description:
	
	Size:

	Welcome
	
	

	Registration
	
	

	VIP Room
	
	

	Food Stations
	
	

	To Main Ice Pad
	
	

	Skate Rental
	
	

	Washrooms
	
	

	Tour Departure Location
	
	


	12. Food & Beverage

	Catering Required:
	

	Supplier name:
	

	Contact info:
	

	Setup date and time:
	

	Teardown date and time:
	

	ICB sent
	

	Menu selection:
	

	Menu approved:
	

	Cost per person:
	


	13. Volunteer/Staff requirements

	Duties
	Staff required
	Name:
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