EVENT PLANNING CHECKLIST

Initial planning 
· Finalise event concept
· Set your timeline/deadlines
· Draft budget (and send for approval/sign off is required)
· Apply for any licenses needed
· Acquire relevant insurance(s)
· Complete risk assessment (and any other health and safety documentation required)
Contributors/third parties
· Approach artists/contributors/facilitators
· Negotiate fees, terms, etc. and update budget as needed – consider minimum rates for relevant bodies/unions (e.g. Arts Council England, Musicians Union)
· Draft and send contracts (ask for proof of insurance if required)
· Ask artists/contributors for bios, images, social media links etc. for marketing
· Countersign contracts, save and share with artists/contributors
· Obtain payment details for third parties and set up on finance systems (if needed)
Marketing
· Design posters/flyers, digital assets and any other branding
· Create event pages (on social media and ticketing websites)
· Order any print media required
· Schedule social media posts
· Ensure all contributors have access to digital assets and posting timeline
· Reach out to local press/media outlets for promotion opportunities
· Respond to engagement/ticket sales once the event has been announced, encouraging promotion from contributors and organising additional marketing if needed
‘On the day’ logistics
· Create a schedule for the day, detailing timings and emergency procedures
· Organise any staff needed (e.g. security, volunteers, medical staff)
· Purchase/order any resources/materials needed
· Confirm details with all third parties in advance (e.g. timings for the day, parking arrangements, anything they need to bring)
· Organise feedback forms for attendees (if desired)
Post-event
· Complete evaluation forms and/or process feedback (if desired)
· Request invoices from all third parties and process payments
· Organise some ‘wrap up’ marketing to celebrate the event (e.g. a blog post/press piece)
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