
Use this Event Planner Checklist as a guide to planning your event.
 
EVENT PROPOSAL 
         Completed online form at
https://www.hbcf.org.au/fundraise/diyfundraising 
         Event approved by HBCF  
         Authority to Fundraise certificate/letter received from HBCF 
 
LOGISTICS 
         Venue booked and confirmed, if required  
         A/V organised, if required  
         Catering booked and confirmed, if required  

SPEAKERS / ENTERTAINMENT 
         Are speakers required?  
         Have speakers been confirmed?   
         Is an MC required?  
         Has the MC been confirmed?  
         Is entertainment required?  
         Has entertainment been confirmed?  

MARKETING 
         Have you created flyers or posters?  
         Created a Facebook event?  
         Advertised through other channels?  
         Sent event information to HBCF to share?  

VOLUNTEERS 
         Do you need volunteers?  
         Brief volunteers on their role  

POST EVENT 
         Thank guest for attending  
         Thank volunteers for their hard work  
         Remit funds raised to HBCF 

Questions? Contact us: (02) 4033 1500 / fundraising@hbcf.org.au
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