EVENT CONTACT LIST
Use this template to keep key event contacts, responsibilities and escalation details in one place.
	Event Name
	Event Date
	Event Location
	Event Coordinator

	
	
	
	


Key Event Contacts
	Priority
	Name
	Role / Area
	Mobile
	Email
	On-Site?
	Notes

	1
	
	President / Chair
	
	
	Yes / No
	

	2
	
	Secretary
	
	
	Yes / No
	

	3
	
	Event Coordinator
	
	
	Yes / No
	

	4
	
	Operations Manager
	
	
	Yes / No
	

	5
	
	Racing Operations
	
	
	Yes / No
	

	6
	
	Bar Manager
	
	
	Yes / No
	

	7
	
	Catering Manager
	
	
	Yes / No
	

	8
	
	Security Lead
	
	
	Yes / No
	

	9
	
	First Aid / Medical
	
	
	Yes / No
	

	10
	
	Traffic / Parking
	
	
	Yes / No
	

	11
	
	Facilities / Maintenance
	
	
	Yes / No
	

	12
	
	Media / Social Media
	
	
	Yes / No
	




EVENT COMMUNICATIONS AND ESCALATION
Emergency and Escalation Contacts
	Contact Type
	Name / Organisation
	Phone
	When to Contact
	Notes

	Emergency Services
	Triple Zero
	000
	Life threatening emergency, fire, serious injury or immediate police response
	

	Nearest Hospital / Medical Centre
	
	
	Medical support or follow-up after first aid response
	

	Local Police Station
	
	
	Non-urgent police matters, crowd issues or incident reporting
	

	RQ Contact / Steward
	
	
	Racing-related escalation, operational concern or incident advice
	

	Venue / Facility Contact
	
	
	Power, plumbing, access, infrastructure or urgent maintenance issue
	


Event Communication Checklist
	Item
	Details / Instructions
	Completed

	Final contact list circulated
	Send the final contact list to committee, staff, vendors and key event leads.
	☐

	Radio / channel allocation confirmed
	Confirm radio users, channel numbers and backup communication process.
	☐

	Emergency contacts briefed
	Confirm who contacts emergency services and who records incidents.
	☐

	Staff briefing completed
	Brief staff on timing, key risks, escalation process and customer service expectations.
	☐

	Vendor contacts confirmed
	Confirm arrival time, setup location and primary contact for each vendor.
	☐

	Post-event debrief contact noted
	Nominate who will collect feedback and incident notes after the event.
	☐
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