	EVENT RUN SHEET
A practical event operations template for race day planning, timing, responsibilities and key notes.


EVENT SNAPSHOT
	Event name
	 
	Event date
	 

	Event location
	 
	Expected attendance
	 

	Start time
	 
	Finish time
	 

	Event coordinator
	 
	Mobile
	 


KEY CONTACTS
	Area
	Name
	Role
	Mobile
	Notes

	Event lead
	 
	 
	 
	 

	Operations
	 
	 
	 
	 

	Racing
	 
	 
	 
	 

	Security / crowd
	 
	 
	 
	 

	First aid / emergency
	 
	 
	 
	 


EVENT RUN SHEET
	Time
	Activity / action
	Location
	Responsible person
	Support required
	Status / notes

	9:00am
	Vendors bump in and setup
	Event precinct
	Operations Manager
	Site access, power, signage
	Confirm all vendors signed in

	11:00am
	Staff briefing
	Main office
	Club Manager
	Run sheet, radios, key contacts
	Confirm roles and escalation process

	12:30pm
	First race
	Track
	Racing Operations
	Clerk of course, stewards, barriers
	 

	4:30pm
	Last race
	Track
	Racing Operations
	Broadcast, stewards, operations
	 

	5:00pm
	Patron exit and post-event sweep
	Public areas
	Operations Manager
	Security, cleaning team
	Check lost property and hazards

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 




PRE-EVENT CHECKLIST
	Item
	Owner
	Due
	Complete

	Permits, approvals and insurance confirmed
	 
	 
	 

	Site map, signage and access points confirmed
	 
	 
	 

	Vendor, contractor and supplier arrival times confirmed
	 
	 
	 

	Staff and volunteer briefing notes prepared
	 
	 
	 

	Emergency contacts and escalation process confirmed
	 
	 
	 


RISKS, ISSUES AND DECISIONS
	Risk / issue
	Impact
	Action required
	Owner
	Update

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


Tip: keep this document live during the event. Update timings, decisions and issues as they happen so the post-event review is easier.
