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Notes (identify specific requirements for event e.g. budget, venue, catering, guests) 
 
 
 
 
 

 

Activity (to be carried out by whom?)  Start date/time Completion date/time 

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

   

   

Event Name:      Event date:  

Organiser(s): 


