EVENT TASK SHEET

Oct 11
Name of

team member:

Title of event


Instructions:

1. Use this form to assign tasks to team members for planning an event.

2. Use a separate form for each team member.

3. Include all important details (i.e. every task you need to remember) either by writing them in or by referring to a procedure.

4. Put one task per line.
5. Show dependencies clearly. (E.g. outcomes include any requirements to be ready for dependent tasks.)

6. Add more lines as needed, and as many pages as you need.

7. You might need to add budget subtotals for each activity or milestone.

8. Give the team member a copy and file one in your event portfolio.

Activity or Milestone
Deadline
Outcome

(Key Performance Indicator)
Cost item

(Labour. materials, etc.)
Cost amount
Sign-off when completed
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Submitted to
Approved:

Date.

Signed
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