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This form should be used to assist you in completing all the elements listed in planning your event 
  By Whom By When Completed (Date) Notes 
Location     

Date     

Audience     

Activities     

Equipment     

Event Risks     

Liaison     

Attendance     

Licensing     

Insurance     

Timelines     

Event Plan     

Costs     

Noise     

Notes:  
______________________________________________________________________________________________________________
______________________________________________________________________________________________________________ 
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