Critical Path Template

	Concept and Committee Development


	Comments
	Who is responsible
	Date
	Tick when complete

	Formation of the working party

Roles and Responsibilities agreed
	
	
	
	

	Vision and objectives agreed
	
	
	
	

	Preliminary Planning
	
	
	
	

	Proposed budget set up
	
	
	
	

	Venue booked and confirmed
	
	
	
	

	Resource consent requirements investigated
	
	
	
	

	Contact key people to be involved
	
	
	
	

	Public billboards booked
	
	
	
	

	Newspaper adverts booked
	
	
	
	

	Health and Safety Management plan developed
	
	
	
	

	Public Liability insurance booked
	
	
	
	

	Partnerships/sponsorship
	
	
	
	

	Funding applications completed, check deadlines
	
	
	
	

	In kind sponsorship sought
	
	
	
	

	Sponsorship sought
	
	
	
	

	Partnerships developed
	
	
	
	

	Final budget set 
	
	
	
	

	Marketing and Promotion
	
	
	
	

	Design drawn up
	
	
	
	

	Flyer/Poster designed
	
	
	
	

	Flyer/Poster printed
	
	
	
	

	Poster/ flyer distributed 
	
	
	
	

	Newspaper advert designed and supplied
	
	
	
	

	Media release written and sent out
	
	
	
	

	Radio community news faxed
	
	
	
	

	Banner designed and made
	
	
	
	

	Billboard painted up
	
	
	
	

	Website Updated
	
	
	
	

	Posters and flyers re -released
	
	
	
	

	Personnel and equipment 
	
	
	
	

	Site inspection with team
	
	
	
	

	MC/ Presenter booked 
	
	
	
	

	Photographer booked 
	
	
	
	

	Sound equipment/technician booked 
	
	
	
	

	Staging booked
	
	
	
	

	Security booked
	
	
	
	

	Power supply arranged/ generator booked
	
	
	
	

	Volunteers booked 
	
	
	
	

	Volunteers breifed
	
	
	
	

	Safety Barriers Booked
	Excel
	
	
	

	Tables and Chairs Booked
	
	
	
	

	St Johns/ First aid booked
	
	
	
	

	Programme
	
	
	
	

	Programme personnel booked and confirmed
	
	
	
	

	Details sent out to all performers
	
	
	
	

	Confirm all production staff ie Manager/ lighting/sound/DJs/ Stage Managers/Co-ordinators 
	
	
	
	

	Background music 
	
	
	
	

	Production schedule and On-the-day tasks and duties sent to team
	
	
	
	

	Production team meeting
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