Event Planning Guide
Today's Date: _______________
	
Title of Event:__________________________________ __

Name of organization: _____________________________

Contact Name:_____________________ Email:____________________   Phone:___________




Description of event:____________________________________ ________________________
___________________________________________________________________________________________________________________________________________________________________                                                                                                                                                        __
Potential Date:
1._________    _________     2. ___                ______  ______  3. ___           ________ ______

Potential Time:
1._________    _________     2. ___                ______  ______  3. ___           ________ ______

Potential Location:
1._________    _________     2. ___                ______  ______  3. ___           ________ ______
Type of event
       __Fundraiser         __Social Gathering      __Work Party      __Awareness Event     
      __ Dance Party      __ Music Event       __ Class/Workshop    __Other ______                     ___
How many expected participants(guests) :  __0-20   __20-40   __40-80   __80-200  __200+
Target Audience: _______________________________________________________________
Resources Required:  ____Sound System                   ____Parking               ____Printing/Graphics                
                                        ____Advertisements             _____Staff support     ____Volunteers
                                        ____Stage                                _       _Chairs (#     _)    _      _Tables( # _  _)                        
                                        _     _ Other _                                                     ______                      _________

Budget Breakdown

Organization:________________________            ____
Current Budget:_____________

Expenses  Breakdown 
Facility Rental:                            $_______________________________________
Equipment Rental:                      $_______________________________________
Food:                                             $_______________________________________
Staff:                                              $_______________________________________
Performance/Entertainment:   $________ _______________________________
Advertisements:                           $_______ _______________________________
Supplies:                                        $_________ ______________________________
Miscellaneous:                              $ ________  ______________________________

                        Estimated Cost of Event: $_________________

Revenue Breakdown
Allocated funds for event:       $______________________________________
(Budget that has been set aside for the event)

Fundraiser Revenue
Fundraiser Description:___________________________________________________________
______________________________________________________________________________
Proposed Fundraising Amount: $_______________
Fundraiser Date: ___________________________
Underwriter/Sponsorship Revenue
Underwriter:___________________________  Underwriter Amount :__________________
Sponsor 1:   _________________________________           Amount:__________________
Sponsor 2:   _________________________________           Amount:__________________
Sponsor3:    _________________________________           Amount:__________________
Funds Available for the Event: $_________________

Team Members

Person Responsible for event: ________________  Email:____________  Phone:____________
Primary Team (Team Leaders)
1. Team: _________________________  Team Lead _____________________________
    Email: _______________________   Phone: ________________________________
2. Team: _________________________  Team Lead _____________________________
    Email: _______________________   Phone: ________________________________
3. Team: _________________________  Team Lead _____________________________
    Email: _______________________   Phone: ________________________________
4. Team: _________________________  Team Lead _____________________________
    Email: _______________________   Phone: ________________________________

Teams
Team:  ________________________________                               
1. Name:  ____________________    Email: _______________ Phone:  _____________
2. Name:  ____________________    Email: _______________ Phone:  _____________
3. Name:  ____________________    Email: _______________ Phone:  _____________

Team:  ________________________________                               
1. Name:  ____________________    Email: _______________ Phone:  _____________
2. Name:  ____________________    Email: _______________ Phone:  _____________
3. Name:  ____________________    Email: _______________ Phone:  _____________

Team:  ________________________________                               
1. Name:  ____________________    Email: _______________ Phone:  _____________
2. Name:  ____________________    Email: _______________ Phone:  _____________
3. Name:  ____________________    Email: _______________ Phone:  _____________

Team:  ________________________________                               
1. Name:  ____________________    Email: _______________ Phone:  _____________
2. Name:  ____________________    Email: _______________ Phone:  _____________
3. Name:  ____________________    Email: _______________ Phone:  _____________









Task and Milestones

	Value
	Tasks to be completed
	Due Date
	Team member
	Milestone
	Date Completed

	M1
	Task 1:
	
	
	Date of event confirmed & location secured
	

	
	Task 2:
	
	
	
	

	
	Task 3 :
	
	
	
	

	M2
	Task 1:
	
	
	
Event agenda/ schedule finalized
	

	
	Task 2:
	
	
	
	

	
	Task 3 :
	
	
	
	

	M3
	Task 1:
	
	
	Met with appropriate team members to approve project plan
	

	
	Task 2:
	
	
	
	

	
	Task 3:
	
	
	
	

	M4
	Task 1:
	
	
	
All forms completed & turned in and all contracts signed
	

	
	Task 2:
	
	
	
	

	
	Task 3:
	
	
	
	

	M5
	Task 1:
	
	
	
Fundraising / budget allocation/ goals met
	

	
	Task 2:
	
	
	
	

	
	Task 3 :
	
	
	
	

	M6
	Task 1:
	
	
	
Advertising and posting completed
	

	
	Task 2:
	
	
	
	

	
	Task 3 :
	
	
	
	

	M7
	Task 1:
	
	
	Equipment, materials, supplies, & resources secured and confirmed
	

	
	Task 2:
	
	
	
	

	
	Task 3 :
	
	
	
	

	M8
	Task 1:
	
	
	
Event
	

	
	Task 2:
	
	
	
	

	
	Task 3 :
	
	
	
	

	M9
	Task 1:
	
	
	
Event wrap up and debriefing
	

	
	Task 2:
	
	
	
	

	
	Task 3 :
	
	
	
	



Milestone Timeline
             M1                 M3               M5                M7               M9                   
  Date:______                   Date:______            Date:______                Date:______               Date:_____ 

	 (
Date of 
Proposal
)
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


                  M2               M4                M6               M8                                                                   
                          Date:______                  Date:______                   Date:______                  Date:_____ 


