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	Timeline checklist 6.1.1



VENUE – Setting up


	Timeline
	Task
	Date
	By Whom
	Confirmed

	ACCESS
	
	
	
	

	Keys
	Collect
	
	
	

	Keys
	Mark/Secure
	
	
	

	Alarm System/s
	Identify/Operate
	
	
	

	CAR PARKING
	
	
	
	

	Signs to
	Erect
	
	
	

	Mark Out Area
	Complete
	
	
	

	Ramps/Boardwalks
	Install
	
	
	

	Signs to Event
	Erect
	
	
	

	Fire Equipment
	Install/Check
	
	
	

	DIRECTIONAL SIGNS
	
	
	
	

	Signs
	Check
	
	AA/RAC/LA
	

	Clean/Correct
	Check
	
	
	

	ELECTRICITY
	See 6.2.1
	
	
	

	Mains onsite electrics 
	Check
	
	Electrician
	

	Generators
	Install
	
	Electrician
	

	Safety 
	Check
	
	Electrician
	

	CALOR GAS
	
	
	
	

	Required
	Check
	
	
	

	Storage
	Check
	
	Supplier
	

	Installation
	Check
	
	Supplier
	

	Safety
	Check
	
	Supplier
	

	WATER
	See 6.2.1
	
	
	

	Mains
	Check
	
	
	

	Mobile Supply
	Check
	
	
	

	FIRE EQUIPMENT
	See 6.2.1
	
	
	

	Adequate/appropriate
	Check
	
	Fire Officer
	

	Correct location of
	Check
	
	Fire Officer
	

	Correct certificate
	Check
	
	Fire Officer
	

	LIGHTING
	See 6.2.1
	
	
	

	INFRASTRUCTURE
	See 6.2.1
	
	
	

	SECURITY
	See 6.2.1
	
	
	

	Entrances/exits
	Establish/check
	
	
	

	Fire exits
	Check
	
	Fire Officer
	

	Secure Areas
	
	
	
	

	- cash
	Establish
	
	
	

	- merchandising
	Establish
	
	
	

	- drinks
	Establish
	
	
	

	- VIPs
	Establish
	
	
	

	- back stage
	Establish
	
	
	

	- restricted
	Establish
	
	
	

	Cash transportation
	Organise/agree
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