TASK LIST
Colour code:  Month before event = yellow

Week before event = -

Day before event = -
On event day = -

After event = blue

VENDOR / PARTICIPANT MANAGEMENT : LEAD (place name here)

Activity Who Cost / Status
Time
Get vendors signed up, send sign-up form to secure written GGG
confirmation & contact details.
Get sponsors signed up. GG
Source music and MC -
®
$®
(e.g. water? Power? Soil? Washing stations?
VISITOR MANAGEMENT : Lead (place name here)
Activity Who Cost/ Status/
Time Quote
Find and purchase different coloured Raffle Entry Tickets prior S
to the event.
Source volunteers, brief and set up shift schedule for manning B0
Entrance
Source tables/pens/Prize Draw bucket (with label) to set up at S
Entrance
——
r




F
~ Packup entry funnel ®
Count entry ticket stubs and collate numbers for each area ®
Formally recognise volunteers (e.g. social media, participation ®
certificate)
COMPETITION MANAGEMENT : Lead (place name here)
Activity Who Cost / Status
Time
Source speakers/amp, power cords and power source; back-
up megaphone
Decide on door prize mechanics
—— ®
F
o tr o s T
Take details of competition winners. ®
Monitor foot traffic through the event for OH&S. ®
Coordinate the distribution of competition prizes post-event. elee)
LOGISTICS MANAGEMENT: LEAD (place name here)
Activity Who Cost / Status
Time
Write risk analysis, coordinate input, _
Source tables, including collection &delivery to/from venue
Source volunteers to help set up tents and tables ®
' Collect festival tents and return after festival
' Source balloons/streamers for entry funnel (arch?) ®




— S
F o0
Source and ®
ey, rims oo e -
I IR
Source, monitor additional garbage bins/recycling bins; GG Council
arrange clean-up crew, return bins. to
confirm
- @
EVENT ACTIVITIES : LEAD (place name here)
Activity Who Cost / Status
Time
Agree timing for all demos, write down schedule for
distribution
Secure volunteers for demos,
F
~ Puthay bales i picnic area + signage




COMMUNITY CHAT FOYER : Lead (place name here)

Activity Who Cost / Status
Time
Coordinate re. their display area in Foyer
OO
OO
Collate survey & opinion responses (verbal/written) and
write up report for circulation
MARKETING/PROMOTION/PR : LEAD (place name here)
Activity Who Cost / Status
Time
Develop Poster (A3, A4, A5, DL sizes) to promote event ®
Print marketing materials SS$
Organise volunteers and distribute around local GGG
neighbourhoods via partners/letterbox-drop/display in
windows
Coordinate cross-promotion with partners and vendors ®
Write press releases for local community newspapers/ The GG
Mercury and distribute
Add details to website,
Write Vendor Feedback Survey
F
_
Do photography (?and post on social media) during the event ®
 Circulate Vendor Feedback forms and collect on the day ®
Write post-event press article and circulate.
Write thank you letters to all vendors/sponsors and activities

hosts, include audience nos.







