
Event Planning Support Form 

Event Name: 
Event Owners/Planners: 

Event Date: 
Event Setup Time: 

Event Start Time: 
Event End Time: 

Event Cleanup Time: 



Additional Things to Consider (Documents and items that would be helpful for your event.) 

 Run of Show (Detailed schedule for the 
event day.) 

  Roles and Responsibilities of 
Support Team & Phone Numbers 

 Event Site Map (Showing placement of 
tables, chairs, supplies, etc.) 

  List of Contacts (Who to contact if 
questions come up.) 

 Marketing Assets Created 
- Digital Posts for Social Media 
- 8.5 x 11inch Flyers for Boards 
- 24 x 36inch Posters 
- 4 x 6in Postcards 

  Event Photographer and 
Videographer Assignments (Who 




