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	Timeline checklist 6.8.2



CONTINGENCIES – Day/s of Event

	Timeline
	 Task
	Date
	By Whom
	Confirmed

	Weather Forecast
	Check
	
	
	

	- indoor venue needed
	Check
	
	
	

	- walk boards
	
	
	
	

	- staff - waterproofs
	Check
	
	
	

	- running order changes
	
	
	
	

	
	Check
	
	
	

	Security
	Check
	
	
	

	- plan if wet
	Check
	
	
	

	- emergency plan
	Check
	
	
	

	
	
	
	
	

	Communications
	Check
	
	
	

	- back up system
	Check
	
	
	

	- test back up
	Check
	
	
	

	
	
	
	
	

	Emergency Services
	Check
	
	
	

	- access to site
	Check
	
	
	

	- direct numbers
	Check
	
	
	

	- designated staff
	Check
	
	
	

	
	
	
	
	

	Staff
	
	
	
	

	- update on changes
	check
	
	
	

	
	
	
	
	

	Press/PR
	Check
	
	
	

	- communicating changes to public
	Check
	
	
	

	- communication to VIPs – entertainers etc.
	Check
	
	
	

	
	
	
	
	

	Administration
	Check
	
	
	

	- health & safety plan
	Check
	
	
	

	- cash/change shortages
	Check
	
	
	

	- staff illness – back up
	
	
	
	

	- Utilities- break down
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