Event Brief Template
These resources are provided as a guide only and are intended to assist event organisers with planning, documentation and risk management. Event organisers remain responsible for ensuring all planning, approvals, risk assessments and safety measures are appropriate to the size, nature and requirements of their event.  

The Event Brief is a project initiation document that defines the purpose, scope, and objectives for your event. It provides a concise summary of the event concept, intended audience, desired outcomes, budget requirements, and key considerations. It serves as the basis for progressing to detailed event planning and delivery. 

	
	Name, Role
	Date

	Brief prepared by:
	
	



Event Overview 
	Event Name 
	

	Organisation
	


	Other Partners/Organisations
	

	Event Manager
	Name: 
Position:  
Email/Phone: 

	Description
	Provide a 2-3 sentence overview of the event and why it is being held.
	Purpose & Objectives
	Outline the event’s purpose and objectives. 
	Budget (Forecasted)
	Expenses: $
	Revenue $

	Success Measures 
	What are the success measures of your event? I.e. how will you know the event was successful?





Event Details
	Event Date 
	Click or tap to enter a date.
	Bump-In (Set Up)
	Date and start/end times
	Bump-Out (Pack Down)
	Date and start/end times
	Event Time 
	Eg. 6 hour event – 10am – 4pm 
	Venue  
	

	Address 
	Insert address 
	Maximum Capacity
	Insert maximum capacity for venue
	Target Audience  
	Describe target demographic, e.g. Families with young children, seniors, local traders

	Target Attendance #
	Insert expected total amount of attendees 
	Number of Vendors (Performers, Food Trucks, Stallholders)
	Insert estimated number of performers, food trucks and stallholders
	Frequency of Event 
	Eg. One off event, weekly, monthly, annual? 
	Sponsorship/Partnerships
	Provide details - Cash or in-kind sponsorship from external partners
	Ticketing 
	Ticketing Applicable: ☐ Yes       ☐ No (If No, skip to Marketing)
Ticketing Price: $0.00 or Free but ticketed 
Inclusions: What does the ticket cover? E.g. Entry, catering

Ticketing platform: E.g. Eventbrite, Trybooking, Humanitix, other 
Restrictions: Limit of 4 tickets per booking

	Marketing and Promotion 
	How will community awareness and the target audience be achieved? Check all that is applicable: 

☐ Website
☐ Social media 
☐ Signage
☐ Signage
☐ Other






Guests and Stakeholders
	VIP and Official Invitations 
	               


	Official Proceedings / Running Order
	Note any official proceedings. E.g. Welcome to Country, Smoking Ceremony, Mayoral speech etc.




Site Considerations
	Venue and Site Layout Checklist  
	Infrastructure: Stage, marquees, audio system (PA), lighting (if applicable), fencing, toilets, first aid 

	
	Utilities: Access to 3 phase power, potable water connections, generators (if required) 

	
	Logistics: Road closures, variable message boards (VMS), dedicated parking, accessible drops off zones, deliveries and vehicle access 

	
	Safety & Amenities: First aid post, event information marquee/desk, exclusion zones, temporary toilets, water stations, dedicated waste/recycling bins, litter collection, security and emergency access routes





