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NOTE: Red text provides details of what information to include and should be removed after completing the document.
Enter information where it says Body Text

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. 

[bookmark: _Toc216440187]Event Overview
	DATE
	

	VENUE/LOCATION
	

	TIMINGS
	

	EVENT MANAGER
	

	EVENT TEAM 
	

	ATTENDANCE
	Actual: 
Expected: 

	BUDGET
	Approved Expenses: 
Expected Actual Expenses: 
	Approved Revenue: 
Expected Actual Revenue: 

	WEATHER CONDITIONS
Forecast (temperature, expected rainfall), plus any narrative on on-day conditions.
	

	EVENT SUMMARY
	



[bookmark: _Toc216440188]Summary

[bookmark: _Toc216440189]Event Description
– a short description of the event – think about what summarises the event if someone knew absolutely nothing about it. 
Body text

[bookmark: _Toc216440192]Objectives
· Body text

[bookmark: _Toc216440193]KPIs 
A list of the KPIs set out for this event in a table and whether we achieved them
· Body text

[bookmark: _Toc216440194]Key Challenges 
[bookmark: _Toc216440195]– an overall summary of a few bullet points that summarise the challenges of the event
· Body text

Budget Summary
– an overall summary of any budgetary considerations or challenges for future planning. E.g. the event was within budget however increasing supplier costs meant that programming cutbacks were made which affected the overall event presentation. 
· Body text

Future Considerations & Recommendations  
– an overall summary of your key recommendations or future considerations. 
· Body text
[bookmark: _Toc216440197]Programming & Activities
[bookmark: _Toc216440198]STAGE PROGRAM 
Summary 
· Body text

Key Successes 
· Body text

Key Challenges 
· Body text

Recommendations/Future Considerations 
· Body text

[bookmark: _Toc216440199]ROVING ENTERTAINMENT 
Summary 
· Body text

Key Successes 
· Body text

Key Challenges 
· Body text

Recommendations/Future Considerations 

· Body text

[bookmark: _Toc216440200]ACTIVATIONS & ZONES
Summary 

· Body text

Key Successes 
· Body text

Key Challenges 
· Body text

Recommendations/Future Considerations 
· Body text
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Summary 
· Body text

Key Successes 

· Body text

Key Challenges 
· Body text

Recommendations/Future Considerations 
· Body text
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Summary 
· Body text

Key Successes 
· Body text

Key Challenges 
· Body text

Recommendations/Future Considerations 
· Body text
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Summary 
· Body text

Key Successes 
· Body text

Key Challenges 
· Body text

Recommendations/Future Considerations 
· Body text

[bookmark: _Toc216440205]TRAFFIC & PARKING
Summary 
· Body text

Key Successes 
· Body text

Key Challenges 
· Body text

Recommendations/Future Considerations 

· Body text
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Summary 
· Body text

Key Successes 
· Body text

Key Challenges 
· Body text

Recommendations/Future Considerations 
· Body text

[bookmark: _Toc216440207]Suppliers & Stakeholders
[bookmark: _Toc216440208]INFRASTRUCTURE
Summary 
· Body text

Key Successes 
· Body text

Key Challenges 
· Body text

Recommendations/Future Considerations 
· Body text
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Summary 
· Body text

Key Successes 
· Body text

Key Challenges 
· Body text

Recommendations/Future Considerations 
· Body text
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Summary 
· Body text

Key Successes 
· Body text

Key Challenges 
· Body text

Recommendations/Future Considerations 
· Body text
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Summary 
· Body text

Key Successes 
· Body text

Key Challenges 
· Body text

Recommendations/Future Considerations 
· Body text
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Summary 
· Body text

Key Successes 
· Body text

Key Challenges 
· Body text

Recommendations/Future Considerations 
· Body text
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Summary 
· Body text

Key Successes 
· Body text

Key Challenges 
· Body text

Recommendations/Future Considerations 
· Body text
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Summary 
· Body text

Key Successes 
· Body text

Key Challenges 
· Body text

Recommendations/Future Considerations 
· Body text

[bookmark: _Toc216440215]CLEANING (TOILETS/LITTER)
Summary 
· Body text

Key Successes 
· Body text

Key Challenges 
· Body text

Recommendations/Future Considerations 
· Body text
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Summary 
· Body text

Key Successes 
· Body text

Key Challenges 
· Body text

Recommendations/Future Considerations 
· Body text

[bookmark: _Toc216440217]OTHER SUPPLIERS (ANY OTHERS NOT LISTED)
Summary 
· Body text

Key Successes 
· Body text

Key Challenges 
· Body text

Recommendations/Future Considerations 
· Body text
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Summary 
· Body text

Key Successes 
· Body text

Key Challenges 
· Body text

Recommendations/Future Considerations 
· Body text
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Summary 
· Body text

Key Stats 
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Key Successes 
· Body text

Key Challenges 
· Body text

Collateral & Signage 
· Body text

Recommendations/Future Considerations 
· Body text
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Summary 
· Body text

Key Successes 
· Body text

Key Challenges 
· Body text

Recommendations/Future Considerations 
· Body text
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Summary 
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Key Successes 
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Key Challenges 
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Recommendations/Future Considerations 
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Summary 
· Body text

Key Successes 
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Key Challenges 
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Recommendations/Future Considerations 
· Body text
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Summary 
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Key Successes 
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Key Challenges 
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Recommendations/Future Considerations 
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Summary 
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Key Successes 
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Key Challenges 
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Recommendations/Future Considerations 
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Summary 
· Body text

Incidents & Rapid Reporting
· Body text

Key Successes 
· Body text

Key Challenges 
· Body text

Recommendations/Future Considerations 
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Summary 
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Key Challenges 
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Recommendations/Future Considerations 
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Summary 
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Recommendations/Future Considerations 
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Summary 
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Key Successes 
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Key Challenges 
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Recommendations/Future Considerations 
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