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PS: You can add more rows if have more goals to include in your brief 
 
 
 

1 

Event key details 

Event Name [Insert here] 

Event Coordinator [Insert here] 

Event Date [Insert here] 

Event Budget  [Insert here] 

Event overview 

 

Event purpose and goals 

[Insert purpose of event here] 

●​  [Insert event goals here] 

●​  [Insert event goals here] 

●​  [Insert event goals here] 



 

 

 

PS: You can add more rows  

2 

Target audience 

 
 
 
 
 
 
 
 

Event theme and concept 

 
 
 
 
 
 
 
 

Event roles, responsibilities 

[Names here] [Responsibilities here] 

  

  

  

  



 

 

PS: You can add more rows 
 
 

 

3 

Event logistics 

  

  

  

  

  

Marketing and promotion 
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