
	EVENT ORGANIZATION PLAN

Event name:………………………………………………  Date & Time ………………………………..
Venue…………………………………………………….   Planner ……………………..

	No.
	CATEGORY/ITEM
	EVENT PLAN CONTENT

	1
	Objective/Significance of the event
	- Purpose: Product introduction/Customer appreciation/Fundraising/Conference, etc.
- Expected number of guests

	2
	Date - Venue
	- Date & Time:..................................................
- Venue: Conference center A/Cultural house,...

	3
	Scale - Guests
	- Expected attendance:......................................
- VIP Guests, speakers, partners, media:

	4
	Main Content - Theme
	- Event theme:..............................................................
- Main activities: Product introduction, talk show, workshop, ....

	5
	Program script
	Duration of each segment: Host, performer, opening act,...

	6
	Budget
	- Total budget:..............................................................
- Budget Items: Venue rental, decoration, sound system

	7
	Staff assignment
	- Who is in charge?
- Task assignment, deadlines, etc.

	8
	Risks and contingency solutions
	- Contingency plan for weather, guest cancellations, etc.
- Plan B for equipment malfunctions, etc.

	9
	Timeline and monitoring
	Key milestones: confirming guests, printing, ....

	10
	Confirmation and approval
	- Planner:........................................................
- Date:...............................................................................
- Executive board/Department head: (Signature, full name)






