
Organising Events:
If you can make sure you have covered all the steps involved in putting on a successful event,
you will have more chance of success.  This is a brief outline – YOU need to do the rest of the

thinking as you go.

What steps are involved?

Idea

Discussion

Decision

Initial Planning

Research

Getting Permission

Finances

Fundraising/Budget
Resources

People Power

Finish the Organisation

The Event
Confirm/Double Check

Pack up

Debrief

Report

Celebration


