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[Event Name]
[Day of Week], [Month] [Day], [Year]

[Start Time] – [Opening/Reception]
[Program Start Time] – Program Begins
[End Time] – Program Concludes

Venue
[Venue Name]
[Street Address]
[City, State ZIP]
RUN OF SHOW
[Time] | Venue Access & Event Setup
Event staff arrive and begin setup.
Vendors arrive and begin setup.
Set up registration table (if applicable).
Place signage, programs, name tags, and giveaways.
Complete A/V check and test microphones, presentation, music, and lighting.
Conduct final walkthrough with event lead, speakers, and vendors.
[Time] | Early Check-In & Registration
Guest check-in opens.
Staff greet guests and provide directions, programs, or name badges.
[Time] | Reception / Networking (Optional)
Event officially opens to guests.
Background music begins (if applicable).
Food and beverage service opens.
[Time] | Transition to Program
Announcement reminding guests to take their seats.
Verify speakers are ready and microphones are live.
[Time] | Opening Remarks
Welcome guests.
Recognize sponsors, partners, special guests, or donors.
Provide event overview and housekeeping information.
Introduce the next speaker or presenter.
[Time] | Program / Presentation
Introduce speaker(s), panelists, or performers.
Present program content.
Facilitate Q&A or audience interaction (if applicable).
[Time] | Closing Remarks
Thank speakers, sponsors, staff, volunteers, and attendees.
Share any final announcements or upcoming events.
Invite guests to continue networking (if applicable).
[Time] | Networking / Reception (Optional)
Guests mingle with speakers, staff, and attendees.
Refreshments continue to be available.
[Time] | Event Concludes & Breakdown
Guests depart.
Staff and vendors begin cleanup.
Remove signage, registration materials, and equipment.
Complete final venue walkthrough before departure.
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