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[Event name] – [Task area eg volunteers or performers]
	Details

	Event description
	Short description about what your event is eg. workshop, free community event, music festival, fundraising event

	Event date/s
	

	Event time/s
	

	Venue and address
	Can include hyperlink to google map if appropriate

	Entry requirements
	Is this a free event, paid event, where can you buy tickets, include links if appropriate

	Event overview
	This is the purpose of your event, what you are trying to achieve by putting your event on eg profit, awareness, community engagement

	Event program details
	List the event program including times, performers / speakers

	Parking and transport
	Any road closures, car park closures, extra public transport, can include links to public transport websites

	Sponsors and stakeholders
	

	Special instructions for taks area
	Include any specific instructions that relate only to the specific task area eg the event brief you send to VIP’s (Mayor and Councillors) will be different to the one you send to volunteers, staff and performers.

	Media Requirements

	Media tools
	Tools you will use in advertising your event such as media releases, paid advertising, posters, flyers, radio, tv etc

	Key messages
	Messages you wish to portray when advertising your event eg free event, family friendly, alcohol free, any parking or transport messages, safety messages (sunsmart)

	Contacts

	Event officer
	Who is in charge of the event

	Communications officer
	Communications team member

	Spokes persons 
	Organiser:
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