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Event Planning Worksheet
Festival and Volunteer Office

Maple Ridge and Pitt Meadows Parks and Leisure Services
Proposal for a New Community Event in Maple Ridge & Pitt Meadows
Planning a community special event is a rewarding experience and a valuable opportunity for personal and community development. Special events have numerous benefits including developing leadership skills, increasing volunteerism, supporting tourism goals, promoting local businesses, providing educational opportunities, enhancing arts and cultural activities and more. 

This worksheet is designed to help event organizers consider some of the important details as they pre-plan their event and consider the resources (volunteers, donations, equipment, insurance, etc.) and partnerships necessary to put on a successful and safe celebration.

Please contact the Festival and Volunteer Office if you have questions as you pre-plan your project. We wish you all the best with your event preparations.
Event Details:
Name of event: ______________________________________________________________________________________

Proposed date and location of the event: ______________________________________________________________________________________

Contact name: ______________________________________________________________________________________

Phone number: ______________________________________________________________________________________ 

Email:

______________________________________________________________________________________
What is the purpose of the event? ______________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What other objectives do you hope to achieve with this event?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What activities do you plan to have as part of your event? (e.g. entertainment, food, vendors, children’s games?)

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What is some of the background that led to this event being proposed?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What are the benefits of your event to the community?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

List some of the names of the committee members who are helping you plan the event:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

How often will your event committee meet to discuss the details of your event? ______________________________________________________________________________________

What time will you begin setting up on the day of the event? ______________________________________________________________________________________

What time will the event begin?

______________________________________________________________________________________

What time will the clean up begin and end, after the event?

______________________________________________________________________________________

What fee, if any, will the public be charged to attend the event?

______________________________________________________________________________________

Is your event supporting a local charity?

______________________________________________________________________________________ 

Who are potential or confirmed sponsors, service groups or other partners that will support this project?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What are some of the anticipated challenges you will need to overcome in order to host a successful event?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

How will you measure success?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

How will you promote the event?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What equipment will you be using for your event? (e.g. tables, chairs, tents, staging, power and water equipment, etc.)

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Are you hoping to close any public roads for your event?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What are your plans for safety and security at your event?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Please add any additional information about your event:

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Please forward a copy of your event proposal to the Festival and Volunteer Office.
Maple Ridge and Pitt Meadows Parks and Leisure Services

Festival and Volunteer Office

Maple Ridge Leisure Centre

11925 Haney Place, Maple Ridge, B.C. V2X 6G2

Email: festival@mapleridge.ca
Phone: 604-467-7325

Fax: 604-467-7373

www.mapleridge.ca
www.pittmeadows.bc.ca
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