Event Management Plan 

Template

(Insert Name of the Event/Organisation)

(Insert Date of the Event) 

Contents:
1. Introduction

Insert a paragraph that provides an overview of the event e.g. type of event Music Festival, Summer Fair, Sports Event etc. The venue and expected attendance and brief history of the event. 
Example: On the 8th May the annual Summer Fair will take place at Central Park, Anytown. The Fair will begin at 10am and will finish at 6pm. It is expected that around 600 persons will attend the Fair. It is a community event and we expect families to attend and there will be food stalls and a small funfair and some live music. 
Ideally insert a map of the event ground/arena

2. Event Schedule/Programme of Activities
Insert a timetable for the event. Include  

· Event set up - Build and arrival of vendors etc. 

· Event day – Opening time, any shows, music etc. closing time

· Event take down – Removal of tents, toilets etc. 
3. Key Contacts
Populate the table with all your key contacts and their roles

Insert a table with the name, role, area of responsibility, mobile number

This can also include contacts from other organisations e.g. Police, Council etc. 

	Name
	Role
	Responsible For
	Mobile Number 

	John Smith
	Event Organiser/Manager
	Overall responsibility for the event
	

	
	Safety Officer
	Responsible for all risk assessments
	

	
	Chief Steward
	Responsible for briefing stewards
	

	
	
	
	

	
	
	
	


Contractor Contacts

	Company
	Name
	Service
	Mobile Number
	Notes

	ABC Marquees
	Jane Smith
	Supply of Marquees
	
	Arrives on site 10am day before

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Stallholder Contacts

	Company
	Name
	Goods
	Mobile Number
	Notes

	Anytown Farm
	
	Fresh Meat
	
	Requires medium size pitch with gazebo

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


4. Traffic Management

Provide details of any Temporary Traffic Regulation Order (TTRO) that the council have supplied in relation to any Road Closures or Parking Restrictions. 

· Provide details of event parking (location of car parks).

· Provide details of how you will manage any Road Closures e.g. Stewards/Signs etc. 

· If planning a parade outline the route and timings. Explain who will stop or divert traffic e.g. Police will provide an escort and the council will provide signs etc. 
· Does your event have an impact on public transport? Will any bus stops or routes be affected? 
Ideally insert a map showing car parks and any road closures and restrictions.

5. Permits & Licencing

Insert details of the licences applied for and issued and who is the responsible person for the licences. 

Consider requirement for;

· Market Operators (If stalls etc.)

· Charitable Collections (If collecting monies)

· Public Entertainment (If playing music etc.)

· Marches and Parades ( If parading on public roads)

· Occasional Alcohol Licences (If stalls are selling alcohol)
Provide a list of any Food Vendors and ensure they have the appropriate certification.

6. Waste Management

Provide details of how you will manage waste e.g. number of bins and type. Are you considering recycling bins for certain waste types? Are you using the council or a private company? 

7. Insurance

Provide details of your insurance cover. Purple Guide recommends a minimum of £5 million Public Liability. Also include details of Employee liability cover. 

8. Risk Assessment

You can either add as an appendix or detail here.

9. Medical Cover

Insert details of first aid cover and level of cover e.g. basic or paramedic etc. Location of the first aid post and any defibrillators etc. 

10. Stewards

Insert the name of the Chief Steward

Include the location, time and date of the steward briefing. Numbers of stewards and a description of their roles e.g. Gate security, car parking, patrol of venue etc. 
Consider use of a table if that’s easier

11. Methods of Communication

Detail how you will communicate with stewards e.g. radio, mobile phone, tannoy etc. 

Consider use of a table with callsigns or contact numbers

12. Event Control

Detail where event control is located e.g. a tent or room etc. and who is located there. 

13. Emergency Procedures
If there was an emergency what is the evacuation plan? Who is responsible for calling the emergency services? Where is the Rendezvous Point (RVP) for the emergency services e.g. a single point they can be directed to (consider use of What3Words app) or what gate do they enter by? Who is responsible for meeting them and briefing them on the situation? 

14. Lost and Found Child Policy
Have a plan for lost and found children. If lost how do you alert stewards and when do you call the Police? If found where do you take them and how do you locate parents e.g. tannoy etc. 

15. Example Event budget 

	
	
	
	

	 
	Event income 
	 
	 

	1
	Event Gross Income (race/ticket entry fee x number of competitors)
	 
	 

	2
	Sponsor Cash Income
	 
	 

	3
	Other Income (e.g. funding, lcoal authority grants)
	 
	 

	 
	GROSS INCOME
	0
	0

	 
	FIXED COSTS
	 
	 

	1
	Insurance
	 
	 

	2
	Facilities Hire
	 
	 

	3
	Lighting 
	 
	 

	4
	Marshal Hire Costs
	 
	 

	5
	Barrier Hire
	 
	 

	6
	IInfrastructure (
	 
	 

	7
	Signage 
	 
	 

	8
	Radio Hire
	 
	 

	9
	PA Hire
	 
	 

	10
	Vehicle Hire 
	 
	 

	11
	Branding Hire 
	 
	 

	12
	Marketing Costs (e.g. promoted social media posts, web design, flyers, posters)
	 
	 

	13
	External Management Company Fees / Expenses
	 
	 

	14
	Security
	 
	 

	15
	Motorcycle Official Expenses (£50 plus mileage over 100 miles)
	 
	 

	16
	First Aid Supplier
	 
	 

	17
	Volunteer Donation (e.g. Boys Brigade / Scouts etc)
	 
	 

	18
	Photographer / Videographer Costs 
	 
	 

	19
	Race Sundry Items (tape, zip ties etc)
	 
	 

	 
	FIXED COSTS
	0
	0

	 
	
	 
	 

	1
	
	 
	 

	2
	Voucher Prizes (e.g. could be gifts from sponsors)
	 
	 

	3
	Other prizes 
	 
	 

	 
	PRIZE TOTAL
	0
	0

	 
	TOTAL FIXED COSTS
	0
	0

	 
	VARIABLE COSTS
	 
	 

	1
	Head Office Race Sundries
	 
	 

	2
	Entry System Fees 
	 
	 

	3
	Catering
	 
	 

	4
	Race Numbers
	 
	 

	5
	Race Goody / Give Away (e.g. t-shirt)
	 
	 

	6
	Goodie Bag (please consider the environment)
	 
	 

	7
	Medals / Finisher prize
	 
	 

	8
	Competitor Catering
	 
	 

	9
	Competitor Water
	 
	 

	10
	Volunteer Catering
	 
	 

	11
	Volunteer Identity (bib / t-shirt / jacket etc)
	 
	 

	12
	Accommodation & Travel Costs (orgs & volunteers)
	 
	 

	13
	Fuel (vehicle hire, generators)
	 
	 

	14
	Contingency (e.g. 10-15% of variable costs)
	 
	 

	 
	TOTAL VARIABLE COSTS
	0
	0

	 
	SUMMARY
	 
	 

	1
	Event Levy Payments (refer to your Home Nation guidance)
	 
	 

	2
	Fixed Costs
	0
	0

	3
	Variable Costs
	0
	0

	 
	TOTAL COSTS
	0
	0

	 
	Race Surplus/Deficit
	0
	0
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