Event Planning Template - expert 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.

How to use this template

1. Set the event's goal, audience, date and budget.

2. Work back from the event date and assign each checklist task an owner.
3. Book the venue and key vendors early.

4. Track spend on the Budget tab as quotes and invoices arrive.
5. After the event, gather feedback and record lessons learned.

Tips

* Book venues and speakers first: they set the date.

» Keep a 10% contingency.
* Have a run-of-show for the day.

* Use an event calendar for promotion.
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Checklist - Event: Customer summit - Date: 25 May 2026

Weeks Task Due date
before

Set goals, audience and budget

10 Book venue

8 Confirm speakers

6 Open registration

4 Order catering and AV

2 Send joining instructions

0 Run event and collect feedback
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Budget - Track estimated versus actual spend

Venue hire Venue 6,000 6,000
Catering Food 4,500
AV and streaming Tech 3,000
Speaker travel People 2,000
Total 15,500 6,000
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