Action Plan Template
Strawberry Fields fun day

Sunday 19th September 2010

	DATE
	ACTION
	PERSON
	ACHIEVED

	
	
	
	

	15 April
	Confirmed dates and times: Sunday 19th Sept, time 12.30 – 3.30
	
	

	
	Arrange Public Liability Insurance
	Pete
	

	
	Funding applied for
	Susan
	

	
	Make list of possible ideas for day
	All
	

	
	Contact people and groups on ideas list
	All 
	

	
	First Aid cover 
	Mike and Carol
	

	
	
	
	

	
	
	
	

	20 May
	Decide who could open the event and invite
	Jackie
	

	
	Make Budget
	Carol
	

	
	Temporary events licence: apply for
	Pete
	

	
	Grass cutting of park – Need to book
	Mike
	

	
	Book / arrange to borrow gazebos
	Carol
	

	
	Book PA system: 
	Carol
	

	
	Draft design for publicity (use basis of last year’s?)
	Jack 
	

	
	Publicity channels – Local papers, radio stations  etc
	Jack 
	

	
	
	
	

	
	
	
	

	17 June
	Events timetable drafted
	Bev
	

	
	Publicity agreed, produce posters etc
	Mike
	

	
	Layout plan of area
	Bev
	

	
	Find extra volunteers for the day
	All
	

	
	Any help required from SCC
	
	

	
	Agree who will do what on the day
	Bev
	

	
	
	
	

	
	
	
	

	15 July
	Publicity drive / flyers distributed
	All
	

	
	
	
	

	19 August
	Prepare the area, arrange for rubbish bins
	Mike
	

	
	Risk assessments completed
	Carol
	

	
	Confirm attendance all key people
	All
	

	
	Clearing up arrangements
	All
	

	
	Who will help with Gazebo’s Marquees 
	All
	

	
	Public Opinion evaluation of the day (opinion meter?)
	All
	

	
	
	
	

	
	
	
	

	19 Sept
	GALA DAY takes place!!!!!
	
	

	
	
	
	

	
	
	
	

	30 Sept
	Evaluation  “Wash up” meeting
	
	

	
	Thank you’s etc
	
	

	
	Check budget
	
	

	
	Complete any funding returns
	
	

	
	
	
	

	
	
	
	


