Blank Festival Event Coordination Agenda

Date: | Location: | Coordinator:

Agenda Overview

Time Activity/Session Responsible Notes

Key Contacts

e Team Member(s): Phone:
e Venue Contact: Phone:
e Vendors: Phone:

Checklist

[1Venue confirmed

[ ] Permits acquired

[ 1 Equipment organized
[] Staff scheduled

[ 1 Communication plan
[1Emergency plan

[] Other:

Notes
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