Major Event Countdown

Action

Agree what, why, where, when for who

Conduct Feasibility study

Set aims and objectives agreed by all

Establish plan, outline event plan, methodology

Work out over all budget

Plan funding and sponsorship strategy

Secure finance and funding opportunities

Book venue and headline acts

Prepare and sponsorship packages

Launch event

Establish operational structures and committees

Recruit specialist support, emergency services

Secure permissions/approvals

Agree promotional plan and media contacts

Source/book essential services

Establish pre event tasks, timescales, actioned by

Secure event day staffing and crowd control

Liaison with sponsors logos agreements

Undertake full risk assessment of the site

Establish communication systems for all parties

Agree emergency plans and procedures

Hold full briefing for all personnel

Media liaison outline all relevant details

Final preparations double check everything

Undertake set up activities

Meet sponsors media liaison

Health and safety checks

Carry out event to plan or contingency plan

Deal with crisis

Clear up leave site

Chase income and pay bills

Post event debriefing

Report, photos to sponsors
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