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Event Planning Template · Beginner version
An event planning template organises everything needed to run an event: tasks on a timeline, owners, a budget tracker and a vendor list, so nothing is forgotten on the
day.

Checklist · Event: Customer summit · Date: 25 May 2026

Weeks before Task Owner Due date Status

12 Set goals, audience and budget Event lead 2 Mar 2026 Done

10 Book venue Event lead 16 Mar 2026 In progress

8 Confirm speakers Programme lead 30 Mar 2026 Not started

6 Open registration Marketing 13 Apr 2026 Not started

4 Order catering and AV Ops 27 Apr 2026 Not started

2 Send joining instructions Marketing 11 May 2026 Not started

0 Run event and collect feedback All 25 May 2026 Not started


