Events Checklist

Decide on the theme and objectives of your event

Think about the timing of your event


Think about your budget


Book a venue

Organise your equipment

Organise catering for your event

Organise an event running sheet

Promote your event

Event Planning Template

Use this form to plan your event. You don’t have to submit it to us, this is just for you to use as your own guide. If you have any questions, feel free to contact your VU Clubs Officer at clubs@vu.edu.au.

Name of the Event:


Date:


Time: (Start) [image: image1.jpg]


  (Finish) [image: image2.jpg]



Aims and Objectives:


Target Audience:


Proposed Expenses:

(Remember to use our Budget Template Form if you need assistance in writing your budget).


Risk Assessment:

(What are the potential risks to be aware of and how can you deal with them?).


Task Allocation:

1.
What is the Task:


Who is Responsible:


When is it Due:


2.
What is the Task:


Who is Responsible:


When is it Due:


3.
What is the Task:


Who is Responsible:


When is it Due:


4.
What is the Task:


Who is Responsible:


When is it Due:


If you require any other assistance with planning your event, don’t hesitate to contact your VU Clubs Officer on clubs@vu.edu.au.
















