Run-of-show
Event or roadshow. Fill in the shaded fields, then share the final version with the team.

	Event
	
	Date
	

	Venue
	
	Event lead
	

	Start time
	
	End time
	

	Headcount
	
	Dress code
	


Timeline
	Time
	Length
	What happens
	Owner
	Notes

	Example: 08:15
	15 min
	Car service departs
	Logistics
	Two vehicles

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Key contacts
	Name
	Role
	Phone
	Notes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Logistics
	Area
	Details

	Transportation
	

	Meals and dietary needs
	

	Venue and AV
	

	Materials and printing
	

	Backup plan
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