	
	
	



1. Event Management Plan 
Refer to the planning and delivery guidelines for bike riding events.
Event overview
	Event Title
	

	Event Sponsor
	

	Event Director
	

	Event Project Coordinator
	

	Event Description
	

	Budget
	

	
	



Event Background
	Brief background of the event inception and planning to date



Event Delivery
	Summary of how the event is to be delivered. Details of partners and MOUs



Event Stakeholders
	Internal Stakeholders
	

	External Stakeholders
	



Event Project Team
	Project Coordinator 
	

	Marketing
	

	Finance
	

	Event Director
	

	Registration Coordinator
	



Event Budget
	Income
	

	Expenditure
	



Event Marketing Overview
	Overview of marketing plan



Project Schedule Key milestones
	Event Proposal Approval
	

	Budget Approval 
	

	Project Plan Approval
	

	Project Execution Plan Approval
	

	Resource Allocation
	

	Event Risk Management Plan Approval
	

	Risk Mitigation Actions Implemented
	

	Registration Open
	

	Registration Close
	

	Suppliers Engaged
	



Project Documents links
	Event Proposal Form
	

	Event Marketing Plan
	

	Event Risk Management Plan
	

	Event Execution Plan
	

	Event Budget
	

	Event Project Schedule
	



Endorsement
	Position
	Approver
	Date 
	Comments

	
	
	
	

	
	
	
	



	
	
	



