EVENT PLANNING CHECKLIST
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	PLANNER DUTIES SCHEDULE
	EVENT:
	
	DATE:
	
	

	

	
	
	Weeks to event :
	

	CHECK:
	TASK :
	8
	7
	6
	5
	4
	3
	2
	1
	0

	
	
	
	
	
	
	
	
	
	
	

	
	Landowner permission
	
	
	
	
	
	
	
	
	

	
	Preliminary course planning
	
	
	
	
	
	
	
	
	

	
	Confirm Start / Finish / Reg. areas
	
	
	
	
	
	
	
	
	

	
	Confirm parking areas
	
	
	
	
	
	
	
	
	

	
	Confirm toilet facilities
	
	
	
	
	
	
	
	
	

	
	Appoint Controller
	
	
	
	
	
	
	
	
	

	
	Event sheet compilation
	
	
	
	
	
	
	
	
	

	
	Event details to on-line entry official
	
	
	
	
	
	
	
	
	

	
	Event sheet to advertising (clubs)
	
	
	
	
	
	
	
	
	

	
	Course planning
	
	
	
	
	
	
	
	
	

	
	Assign Codes
	
	
	
	
	
	
	
	
	

	
	Check control sites
	
	
	
	
	
	
	
	
	

	
	Tag control sites
	
	
	
	
	
	
	
	
	

	
	Confirm water points
	
	
	
	
	
	
	
	
	

	
	Map corrections
	
	
	
	
	
	
	
	
	

	
	Assign Control Descriptions 
	
	
	
	
	
	
	
	
	

	
	Prepare  Maps for Printing
	
	
	
	
	
	
	
	
	

	
	Compile control description sheets
	
	
	
	
	
	
	
	
	

	
	Controller check – Control sites
	
	
	
	
	
	
	
	
	

	
	Controller check – Maps & Desc.
	
	
	
	
	
	
	
	
	

	
	Collect equipment
	
	
	
	
	
	
	
	
	

	
	Check equipment
	
	
	
	
	
	
	
	
	

	
	Print Maps
	
	
	
	
	
	
	
	
	

	
	Print Description Sheets
	
	
	
	
	
	
	
	
	

	
	Collect Emit equipment
	
	
	
	
	
	
	
	
	

	
	Check Emit equipment
	
	
	
	
	
	
	
	
	

	
	Send Courses (v8 txt file) to Glynn
	
	
	
	
	
	
	
	
	

	
	Establish start intervals (start sheet)
	
	
	
	
	
	
	
	
	

	
	Organiser Liaison (Helpers)
	
	
	
	
	
	
	
	
	

	
	Make Notice Board
	
	
	
	
	
	
	
	
	

	
	Purchase Prizes
	
	
	
	
	
	
	
	
	

	
	Obtain trophies (if applicable)
	
	
	
	
	
	
	
	
	

	
	Pack controls for hanging
	
	
	
	
	
	
	
	
	

	
	Arrange float
	
	
	
	
	
	
	
	
	

	
	Charge Start Clock
	
	
	
	
	
	
	
	
	

	
	Confirm Security Access (gates)
	
	
	
	
	
	
	
	
	

	
	Demo Maps & Des sheets (Instruction)
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	Set Controls
	
	
	
	
	
	
	
	
	

	
	Co-ord control collection
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	Check equipment
	
	
	
	
	
	
	
	
	

	
	Return equipment
	
	
	
	
	
	
	
	
	


