Teacher Resource 4
Sample Co-Constructed Event Planning Action Form
  

	Event Planning 
	Person Responsible 
	Action 
	Date Completed 

	
	
	
	

	Budget 

Source Identified 

Sponsorship 

Cost Point Analysis 

  

  

  
	  
	  
	  

	Invitations/Flyers 

Flyers/Invitations composed/checked 

Printed 

Distributed 

  
	  
	  
	  

	Catering 

Cost per head or upfront 

Hot or cold 

Tables, plates, cutlery etc 

Menu 

Equipment required 

  

  

  

  
	  
	  
	  

	Advertising 

School newsletter 

TV, radio, newspaper 

Social media   
	  
	  
	  

	Talent 

Book 

Rehearsals   
	  
	  
	  

	Program 

Program finalized 

Running sheet 

Speeches written 

Speakers briefed   
	  
	  
	  

	Value Added 

CD’s 

Prizes 

Programs 
	  
	  
	  

	Security 

Security alerted 

Health and safety issues addressed 

Provision for first aid 
	  
	  
	  

	Audio/video requirements 

PA System 

Mics 

Lighting   
	  
	  
	  

	Staffing 
	  
	  
	  

	Accessibility 
	  
	  
	  

	Housekeeping 
	  
	  
	  

	On the day 
	  
	  
	  

	After the event 
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