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--- CONCEPT & PLANNING ---
[ ] Event Concept & Theme Description
[ ] Estimated Attendee Count
[ ] Target Event Date
[ ] Event Type (Conference, Wedding, Corporate Event, Party, Fundraiser)
[ ] Initial Budget Allocation
[ ] Key Event Objectives
[ ] Target Audience Demographics (General Public, Specific Age Group, Professionals, VIP Guests)

--- VENUE & LOGISTICS ---
[ ] Venue Address
[ ] Venue Booking Date
[ ] Venue Capacity
[ ] Venue Layout Notes
[ ] Catering Provided? (Yes, No)
[ ] Number of Tables Needed
[ ] Venue Walk-Through Date
[ ] Venue Amenities Confirmed? (Wi-Fi, Parking, Audio/Visual Equipment, Restrooms)

--- VENDOR MANAGEMENT ---
[ ] Vendor Category (Catering, Photography/Videography, Entertainment (DJ, Band, etc.), Venue Decorator, Transportation, Other)
[ ] Vendor Name
[ ] Contact Person
[ ] Quote Received (USD)
[ ] Notes/Special Requirements
[ ] Contract Status (Quote Requested, Quote Received, Contract Sent, Contract Signed, Payment Schedule Agreed)
[ ] Contract Document

--- MARKETING & PROMOTION ---
[ ] Define Target Audience
[ ] Marketing Budget Allocation ($)
[ ] Primary Marketing Channel (Social Media, Email Marketing, Paid Advertising, Public Relations, Website/Blog)
[ ] Marketing Channels to Use (Facebook, Instagram, Twitter, LinkedIn, Email, TikTok, Print Advertising)
[ ] Marketing Campaign Start Date
[ ] Marketing Campaign End Date
[ ] Sample Marketing Material (Image/Video)

--- BUDGET & FINANCES ---
[ ] Estimated Total Budget
[ ] Actual Total Expenses
[ ] Budget Variance
[ ] Payment Schedule (Milestone-based, Upfront, Net 30)
[ ] Deposit Amount (if applicable)
[ ] Payment Due Date (Vendor 1)
[ ] Notes on Budget Adjustments
[ ] Budget Spreadsheet

--- REGISTRATION & TICKETING ---
[ ] Total Tickets Available
[ ] Tickets Sold
[ ] Tickets Remaining
[ ] Ticket Type (General Admission, VIP, Student, Early Bird)
[ ] Price per Ticket
[ ] Registration Deadline
[ ] Registration Terms & Conditions
[ ] Payment Method Accepted (Credit Card, PayPal, Bank Transfer)

--- CONTENT & PROGRAM ---
[ ] Event Theme Description
[ ] Entertainment Options (Live Band, DJ, Comedian, Magician)
[ ] Speaker 1 Presentation Date
[ ] Speaker 1 Presentation Time
[ ] Speaker 1 Name
[ ] Speaker 1 Bio/Description
[ ] Presentation Length (minutes)
[ ] Presentation Format (Keynote, Panel Discussion, Workshop)

--- ON-SITE MANAGEMENT ---
[ ] Arrival Time of Key Staff
[ ] Emergency Contact Point
[ ] Total Volunteer Count On-Site
[ ] Equipment Check: Audio, Visual, Lighting (Audio, Visual, Lighting, Microphones, Projectors)
[ ] Weather Contingency Plan Activated? (Yes, No)
[ ] Incident Report Log (if applicable)
[ ] On-Site Manager Sign-Off

--- POST-EVENT EVALUATION ---
[ ] Total Attendance
[ ] Budget Variance (Actual vs. Planned)
[ ] Overall Event Success (Scale of 1-5) (1 - Very Poor, 2 - Poor, 3 - Average, 4 - Good, 5 - Excellent)
[ ] What worked well?
[ ] What could be improved?
[ ] Which marketing channels were most effective? (Social Media, Email Marketing, Website, Paid Advertising, Word of Mouth)
[ ] Attendee Feedback Summary (Key Themes)

--- LEGAL & PERMITS ---
[ ] Event Permit Required? (Yes, No)
[ ] Permit Application Number (if applicable)
[ ] Permit Application Submission Date
[ ] Permit Expiration Date
[ ] Notes on Legal/Permit Requirements
[ ] Noise Ordinance Compliance? (Verified Compliant, Needs Review, Non-Compliant)
[ ] Copy of Event Insurance Certificate

--- END OF TEMPLATE ---
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