Event Planning Sheet

Title: 

Date: 

Event Leader: 

Target audience:
	Activity
	Description/Action
	Date/Actioned by

	Event Folder
	Create a folder
	

	Venue
	Book venue
	

	
	Decide audience number
	

	
	Accessibility - disabled seating
	

	
	Keys/Alarms
	

	
	Cleaning/rubbish
	

	
	Floor plan/move shelves?
	

	Staff (inc Security)
	No of staff needed
	

	
	Request volunteers
	

	Author/Performer
	Confirm date/ arrange contract/ DBS
	

	
	Requirements - equipment
	

	
	Requirements - audience expectation
	

	
	Transport arrangements
	

	
	Payment arrangements

	

	
	Babysitter for the event
	

	Partnership
	Contract/Agreement
	

	Timings
	Start Time/Doors Open
	

	
	Finish Time/absolute finish/ Locking up
	

	
	Prep time eg Chairs
	

	
	Programme timings 
	

	Licensing/insurance
	Entertainment?
	

	
	Drinks?
	

	
	Inform police?
	

	
	Film show?
	

	
	All in events folder
	

	Risk Assessment
	Generic – adults or children
Special (eg author has no DBS)

In events folder
	

	First Aid
	Depends on type of event
	

	Fire Procedures
	Staff and volunteers briefing at start of event

Housekeeping announcement to audience
	

	Toilets
	Check availability

signage

staffing (esp at events with  children)
	

	Ticketing
	Tickets needed/waiting list?
	

	
	Decide price
	

	
	Available from? Inform outlets/branches
	

	
	On the door?
	

	
	Design & Print tickets (if required)
	

	Publicity
	Email library.ideas@bristol.gov.uk for Bristol Libraries social media
	

	
	External -

Monthly publications

weekly publications

mailing list

guest list
	

	
	Posters/flyers/leaflets
	

	Equipment
	Chairs - audience and speaker
	

	
	Tables - display table?
	

	
	Display boards
	

	
	Banner
	

	
	ICT equipment
	

	
	Circuit breakers
	

	
	PA
	

	
	Lighting
	

	
	Craft materials
	

	Display
	Book display
	

	
	Flowers/plant?
	

	Shop
	Bookshop invited?
	

	
	Sell books ourselves
	

	
	Merchandise
	

	
	Float/security
	

	
	Price List/discount
	

	
	bags
	

	Refreshments
	Tea/Coffee - urn, cups etc
	

	
	External provider eg cafe
	

	
	Bar- glasses

price list

drink - alcoholic/soft
	

	
	External Caterers
	

	Photographs
	Consent forms (BCC) and other forms if working with partners

Notices - 'photography taking  place'


	

	Evaluation
	As appropriate:

Create forms and print

Use dictaphone

Draw pictures - children

Smiley Faces - children

Write up evaluation
	

	Follow-ups
	Thank author/performer
	

	
	Thank team
	

	
	
	


