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NHW events checklist 
 

EVENT TYPE 

– BBQ 
– Morning Tea 
– Other 
 
Why is this event necessary and what are you trying to achieve? 

 
 

BUDGET 
Amount decided 
 
Establish costs involved – obtain two to three quotes. 
If applying for a grant, apply three months prior to your event. 

 
 

DATE 

Set Date 
 
Set Time 
 
Check against other activities.  

VENUE 

Select a venue 

Consider access for people with disabilities and the elderly, if appropriate. 

Is it handy to public transport?  

Power facilities: The availability of adequate power sources.  

Lighting facilities: Does the area require additional lighting? Do the lights 
need to be hired or borrowed?  

Are a sufficient number of public toilets available within easy walking 
distance? Will they be open? Are portable toilets required?  

Check parking. Is there a sufficient amount?  

Weather conditions play an important role. If it is unpredictable, you may 
need to hire a marquee, canvas, etc, or set a wet weather alternative date 
or venue. Determine the means of advising guests/public via radio, 
telephone, etc.  

Examine your insurance liabilities and any other risk issues. 

 
 
 
 
 
 
 
 

 

ADVERTISE 
Advise NHW State Office of your event. 

Circulate information about your event throughout your 
neighbourhood – letterbox drops, community notice boards and 
newsletters etc 

 
 

GUESTS 

Prepare Guest List 

Local Politicians  
Sponsors  
People involved in the function/project  
Community service groups  
Media representatives 

Set RSVP date 

One working week prior to event 
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INVITATIONS 

Prepare invitations 
 
Send out 
 
Receive RSVPs 

Make sure you include date, time and contact details. 

Make sure you have the names, dates, titles and addresses correct.  

Prepare a list and send out the invitations at least four weeks prior to 
the event.  

The people accepting the RSVPs should refer to the original list of 
those invited and keep a record of those attending (i.e. Bill Smith and 
partner Sue Smith). Any special noting should also be included on this 
list (i.e .parking for VIPs and people with disabilities). 

 
 
 

EQUIPMENT 

Does any equipment need to be arranged? 

BBQ 
Chairs for guests  
Chairs for officiates (is a seating plan required?)  
Dais (including red carpet if necessary)  
Lectern  
PA system  
Multi-media projectors and screens  
Videos  
Digital camera 

 

CATERING 

Confirm numbers 
 
Prepare shopping list 
 
Do items require refrigeration/freezing 

 
 
 

NAMETAGS 

If appropriate 

Name tags allow for easy identification of guests. If preparing name 
tags, make sure the name is written or typed large enough to be 
easily read and spelt correctly. In some circumstances, it may be 
necessary to include the guest’s title or company name. 

 

INFORMATION 

Is there any background information for attending VIPs? 

Make sure you have an information sheet outlining the purpose of your 
event and some general background information which can be used as 
a reference sheet for any VIPs and for promotional use.  Information 
provided must include correct names, spelling, pronunciation and the 
reason for the event, award, certificate or whatever the case may be. 

 

PHOTOS 
Is someone responsible for taking photos? 

If photos are going to be submitted for media coverage then a signed 
Photo Release Form may be necessary. 

 

MEDIA 

Community Newspaper 
 
NHW State Office 
 
NHW Newsletter 
 
NHW Australasia Magazine 
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