General Events Checklist 
– this is a general list to help get you started obviously there are loads more things each individual event may require
	Action
	Considerations
	Confirmed

	Agree date and time
	Awareness of other events that may clash
	

	Book Venue 

	Number of people attending
Location

Parking/ ease of public transport and cycling
	

	Tickets/ entry fee
	Is it a Free event or ticketed. 

How much will it cost?

Tickets available in advance?
	

	Licence 

(Temporary events Notice from SLDC)
	Required for any public event with music, entertainment or alcohol


	

	Insurance
	Is activity covered by groups’ insurance?
	

	First Aid required?
	Location and nature of event/ risk
	

	Publicity design
	
	

	Press Release
	Newspaper/ Radio/ TV
	

	Publicity distribution
	Posters/ flyers/ door drops
	

	Allocate media spokesperson
	
	

	
	
	

	Book/ organise equipment:
	
	

	Projector
	
	

	Screen
	
	

	Chairs
	
	

	Tables
	
	

	Flipcharts
	
	

	Food and Drink
	
	

	Presentation (film/ PowerPoint/ slideshow)
	
	

	Gather any relevant literature to give out at event
	
	

	Contact Sheet
	To collect people contact details at event so they can stay in touch
	

	Donations bucket/pot
	Always good to have – (especially for free events)
	

	
	
	

	People:
	
	

	Jobs List
	List everything that needs to be staffed prior to and on the day and write names of volunteers/ staff next to them
	

	Find Volunteers or paid staff if required
	
	

	Entertainment
	Musicians, street artists…
	


