2.5.3
Organiser for planning an event

	1. Objectives

MACROBUTTON NoMacro ( [Insert objectives]


	2. Budget

MACROBUTTON NoMacro ( [Insert budget]


	3. Type of event

MACROBUTTON NoMacro ( [Insert type of event]


	4. Date of event

MACROBUTTON NoMacro [day]/MACROBUTTON NoMacro [month]/MACROBUTTON NoMacro [year]


	5. Guest list

MACROBUTTON NoMacro ( [Insert guest list]


	6. Venue


MACROBUTTON NoMacro ( [Insert venue]


	7. Programme plan

	Task
	Responsible person
	Date for completion

	MACROBUTTON NoMacro ( [Insert task]
	MACROBUTTON NoMacro ( [Insert name]
	MACROBUTTON NoMacro ( [Insert date]

	MACROBUTTON NoMacro ( [Insert task]
	MACROBUTTON NoMacro ( [Insert name]
	MACROBUTTON NoMacro ( [Insert date]

	MACROBUTTON NoMacro ( [Insert task]
	MACROBUTTON NoMacro ( [Insert name]
	MACROBUTTON NoMacro ( [Insert date]

	MACROBUTTON NoMacro ( [Insert task]
	MACROBUTTON NoMacro ( [Insert name]
	MACROBUTTON NoMacro ( [Insert date]

	MACROBUTTON NoMacro ( [Insert task]
	MACROBUTTON NoMacro ( [Insert name]
	MACROBUTTON NoMacro ( [Insert date]

	8. Sponsorship

MACROBUTTON NoMacro ( [Insert sponsorship details]


	9. Advertising and PR

MACROBUTTON NoMacro ( [Insert advertising and PR details]


	10. Décor 

MACROBUTTON NoMacro ( [Insert décor details]


	11. Review of event

MACROBUTTON NoMacro ( [Insert review]












