How to use the Event Manual Handover Document - a practical guide to documenting and handing over your event
· This template is designed for clubs and organisations where event planning may be managed by a volunteer or committee member, with much of the event knowledge held “in their head.” Documenting this information provides continuity when roles or personnel change. 
· At a minimum, this document provides prompts to help you record the key information needed to plan and deliver your event. You can add, remove or mark as not applicable any sections that do not suit your event.
· The text in RED provides prompts and can either be typed over or deleted once you have documented your details. 
· Use existing tables, bullet points, text boxes or insert what best suits your needs.  Suggested formats are included. 
· Sections can be edited or marked not applicable.
· As a matter of best practice, review this document after each event and update it where necessary.  
· Where possible, link to a master document so you are not replicating information and therefore risk one version becoming out of date. 
· Once completed, ensure that it is shared or stored securely so it remains accessible for next year regardless of personnel changes.
· Use the TOP TIP field at the end of each section to highlight important advice for future organisers.
· This page can be deleted once you have completed the document. 






Section 1: Organisation Overview
This section documents who ‘owns’ the event, who is ultimately responsible for the event (e.g. who has financial and organisational responsibility) 
Section 2: Event Overview
This section is the high-level overview of the event you are wanting to document.  
Section 3: General Planning and Organisation
This section starts to document some of the key information that someone should know before they start planning the event.  
Section 4: Key Operational Information
This section starts to document some of the key operational information for someone to use to plan for the following year.
Disclaimer
This template provides general event-planning and handover guidance only. It does not constitute legal, financial, health and safety or other professional advice. Event organisers are responsible for identifying and meeting all requirements applicable to their organisation, event, venue and location.
Licence and Terms of Use
Copyright © The Events Collective 2026. This template may be adapted and used internally by the purchasing organisation, including by its staff, committee members, volunteers and contracted event personnel. It may not be resold, redistributed, published online or supplied to another organisation without prior written permission from The Events Collective.









Event Manual Handover Document
A practical guide to documenting and handing over your event 
For [insert event name here]
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[bookmark: _Toc236930974]Section 1: Organisation Overview

a) [bookmark: _Toc236930975]Document Control
Track when this document is updated.

	Version
	Date
	Changes Made
	Updated by

	V1
	
	
	

	
	
	
	



b) [bookmark: _Toc236930976]Who we are
Record the event name, event owner and reporting structure.  Is there a reporting line within the organisation? – chair, Committee, Board? 

	
	
	Notes

	Event Name
	
	

	Event Owner
	
	

	Club President 
	
	

	Committee Members
	
	

	Key Person for Event
	
	



c) [bookmark: _Toc236930977]Vision of the Club
What is the vision of your club? It’s good to have this written down so it’s clear what you are working towards.




d) [bookmark: _Toc236930978]Objectives of the club
What are the objectives of the club that will see the vision (above) come to life.
	Objective 1
	

	
	

	
	

	
	

	
	






e) [bookmark: _Toc236930979]Business details
Note down the formal names and status of your organisation. Good for referencing for funding and other formal applications. 
	
	
	Notes

	Formal Name of Entity
	
	

	Legal Status
	
	

	NZBN Number
	
	

	Incorporated Society Number
	
	



f) [bookmark: _Toc236930980]Contact Details
List the key contacts for your club.
	
	
	Notes

	Email
	
	

	Postal Address
	
	

	Phone Number
	
	

	Website
	
	

	Social Media Links
	
	

	Primary Club Contact
	
	



Top Tip – List any top tips that could help the next person.  Such as – “Check email folders for past event information

[bookmark: _Toc236930981]Section 2: Event Overview

a) [bookmark: _Toc236930982]Purpose
· What is the purpose of running this event?


b) [bookmark: _Toc236930983]Goals
· What are the goals that you are trying to achieve by running this event? Having this listed will help you make decisions to support these outcomes. 
	Goal

	Eg Deliver a safe and fair event

	Eg To increase participation

	Eg To grow club membership

	



c) [bookmark: _Toc236930984]History
· Key notes for history references, eg, what year was it started, does it have a traditional date, does it have a traditional base? is there an anniversary coming up?






Top Tip – List any top tips that could help the next person- “talk to Bob who ran the event for 8 years prior as he has all the history.”



[bookmark: _Toc236930985]Section 3: General Planning and Organisation

a) [bookmark: _Toc236930986]Document Management
· Link to where key documents are held and who to contact for access if needed.
	Key Document
	Link
	Contact for Access

	Competitors Manual
	
	

	Safety Management Plan
	
	

	Emergency Response Plan
	
	

	
	
	

	
	
	


b) [bookmark: _Toc236930987]Date
· Has the date already been set? Is there a traditional date?
c) [bookmark: _Toc236930988]Event Accounts/Logins
· Record the event’s key systems and accounts, including the account owner, registered email address, access process and person responsible for authentication. Do not record passwords, recovery codes or authentication codes in this document. 
	
	
	Notes

	Event Email
	
	

	Account owner/access contact
	
	

	Website
	
	

	Website backend link
	
	

	Account owner/access contact
	
	

	Social Media handles
	
	

	Account owner/access contact
	
	



d) [bookmark: _Toc236930989]Key Dates & Checklist
· Note the key tasks to be completed over a 12-month period. A more detailed list can be included in the event checklist.  Link to the checklist if you have one. 
	Time before event
	Key Action
	Responsible
	Due Date
	Status

	12 months
	e.g. Confirm date and key persons
	
	
	

	9 – 12 months
	Permits, funding and confirm suppliers
	
	
	

	6 – 9 months
	Announce event
	
	
	

	3 – 6 months
	Open Entries, marketing
	
	
	

	1 – 3 months
	Finalise Ops plans, recruit volunteers
	
	
	

	Event Week
	Final Confirmations, conduct briefings
	
	
	

	Post Event
	Finalise and reconcile invoices, debriefs and any reporting.
	
	
	



e) [bookmark: _Toc236930990]Budget
· Is the club GST Registered? Impacts the way the budget is written.
· What is the approximate budget to run the event?
· Is there a previous budget for the event to review? Link here.
· What are the key income items to consider? Example: 
· Entry fees
· Sponsorship
· Grant Funding
· Are there any in-kind Services provided that if not received will impact the budget?
· What is the club’s process on paying invoices? Who does the invoices need to be made out to? Who do you forward for payment?
f) [bookmark: _Toc236930991]Insurance
· Note the club’s insurance policy number, broker, type of insurance, amount and any conditions such as “event must be sanctioned through governing body”
g) [bookmark: _Toc236930992]Funding applications
· Is the club eligible to apply for funding that comes from gaming.
· If yes, list how much you have historically received and the key organisations and expenses that you have been successful with.

· List the costs that are more likely to be accepted. Example. Traffic Management, Fencing, Sound, Portoloos, First Aid, Water Safety, Venue Hire

· Note any existing funding accounts set up.
	Funder
	Website
	Deadlines
	Log in Email
	Have funded previously

	Lion Foundation
	https://lionfoundation.nz/
	20th of every month
	
	First Aid, Traffic Management

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




· Note any key details required for the quotes, Example needs to have: 
· Name of Event 
· Date of Event 
· Quote should be made out to XXXXX

· List any key documents you will need prior to starting your application.  These are usually: Recommend having these in a folder altogether.  Standard documents are:
· Declaration signed by the President
· Resolution agreed by the committee and signed by the President
· 2 quotes for each cost – with a preferred quote noted.
· Deposit Slip
· Financial Reports 
· Incorporated Society Documents
· National Body Affiliation Certification
· Insurance Certificate
· Cover Letters

Top Tip – e.g. Agree early who is making the applications as it is approximately 2 hours per application of time if you have everything prepared in advance. Or make sure you know the deadlines well in advance as most organisations only meet once a month so it’s important to submit applications on time.
h) [bookmark: _Toc236930993]Sponsors
· Note how much the event usually attracts in sponsorship.
· Note previous sponsors and key contacts.
· Note who is the key person in charge of sponsorship so it is clear from the start of planning.
i) [bookmark: _Toc236930994]Community Engagement
· Note any key people/groups/areas of the community that you should engage with and how you can do this. Examples: 
· Local Community – specifically if they are going to be impacted by any increased traffic or changed roading conditions.
· Letterbox drop?
· Post on community facebook groups?
· Email local businesses or accommodation providers.
· Any local business who may also use your venue that will need to change their BAU operations.



j) [bookmark: _Toc236930995]Pre-Event Communication
· Note down how you communicate to athletes prior to the event eg. Through a mail chimp account?

k) [bookmark: _Toc236930996]Volunteers
· Note how many volunteers you normally need
· How you usually recruit? Any groups?
· Any payments required?
· Link to any volunteer briefing notes or rosters.


l) [bookmark: _Toc236930997]Key Roles
In addition to the general volunteer crew, note down any key positions that require more involvement.
	Role
	Name
	Decision Making Responsibility 
	Phone Number
	Email
	Notes 

	Event Organiser
	
	
	
	
	

	Club President
	
	
	
	
	

	Sub Committee Lead
	
	
	
	
	

	Race Manager
	
	
	
	
	

	Volunteer Manager
	
	
	
	
	

	Course Manager
	
	
	
	
	

	
	
	
	
	
	



m) [bookmark: _Toc236930998]Health and Safety
· Note the club’s Health and Safety commitment statement
· Link to current plan and any debrief notes from the previous year to review.
· Note other key documents that should be reviewed as part of the H&S Planning

	H&S Safety Commitment
	

	Link to H&S Plan
	

	Key Appendix for Plan
	Emergency Response Plan
Risk Register
Incident Reporting
Traffic Management Plan

	Key Feedback for consideration from previous year
	



n) [bookmark: _Toc236930999]Evaluation and Debriefing
· Note how you will evaluate the event e.g. post event surveys?
· Confirm what groups you will get feedback from e.g. participants, volunteers, and spectators.
· How will you record and action any feedback and lessons. 
	Stakeholder Group
	Debrief Method

	Participants
	Post event survey

	Key Staff
	Post event meeting 

	Sponsors
	Post event email

	Volunteers
	Immediately post event
Post event email

	
	




o) [bookmark: _Toc236931000]Marketing and Promotion
· Note the key actions to market the event and who will manage this. E.g. email past participants, include in national body calendar/ local What’s On pages etc.

	Time before event
	Key Action
	Responsible
	Due Date
	Status

	12 months
	Update date on event website
	
	
	

	9 – 12 months
	Update on other event websites
	
	
	

	6 – 9 months
	Email to past participants confirming date and any other details
	
	
	

	3 – 6 months
	Regular social media posts

Tag in other clubs
	
	
	

	1 – 3 months
	Send Media Release

	
	
	

	Event Week
	Link for briefings

Any Late entry info
	
	
	

	Post Event
	Email all entrants

Post Event Celebration post online.
	
	
	




[bookmark: _Toc236931001]Section 4: Key Operational Information
a) [bookmark: _Toc236931002]Events
· What are the events on offer / event names / event distances/start times/minimum ages 

	Event
	Distance
	Min / Max Age
	Start Time

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



b) [bookmark: _Toc236931003]Entry Fees
· Note what your entry fees have been and any notes on increasing/decreasing?
· Is there tiered pricing? What dates do the prices usually go up?
· Are there any discounted bundles?
· Are there any late entries on the day?
· Do you offer any discount to club members or others?
· Note down any entry data such as how many entries do you normally get early and on the day so you can set expectations

c) [bookmark: _Toc236931004]Entry platform
· Note any details you have for collecting entries.
· What platform?
· Any logins?
· Any support person?
· Update Entry Terms and Conditions

d) [bookmark: _Toc236931005]Event HQ
· Note any venues that you usually book for the event 
Who is the contact? Is there a cost?

e) [bookmark: _Toc236931006]Event Photography
· Note how the event captures images for use on social media and other platforms.
If you contract a photographer record their contact details
f) [bookmark: _Toc236931007]Equipment
· Note what equipment you will need and where you source these from?





g) [bookmark: _Toc236931008]Fencing
· Note key areas where you use fencing.
· Note your fencing provider and how many metres you order.

h) [bookmark: _Toc236931009]Food Vendors 
· List any food vendors you have used in the past and want to use again.
· Include any site fees charged or what they provide you in return? i.e. free coffee for the volunteers.

i) [bookmark: _Toc236931010]Keys
· Do you need to collect any keys for access to any area of the course?
Note who and what for and key contacts.

j) [bookmark: _Toc236931011]Medical
· Who is your provider of First Aid?
· How many staff do you normally have and where are they based?

k) [bookmark: _Toc236931012]Permits
· Note all the organisations you will need to contact for permission to hold the event and their contacts.  Example:
· Local Council 
· National Governing Body
· Regional Council (for water-based activities)
· Local Iwi
· Landowners, DOC etc
· Local Council for Traffic Management.

l) [bookmark: _Toc236931013]Parking
· Note key areas for parking and any restrictions or things to note such as do not use if raining, limited access from certain times etc.

m) [bookmark: _Toc236931014]Power
· Note any power requirements and any sources available, and if there are any costs.
· Include who/what needs the power and if anyone brings their own generator.


n) [bookmark: _Toc236931015]Radios
· Note how many radios, channel and any repeaters you need.
· Note who is your usual provider.
· Note who usually gets a radio on the day.


o) [bookmark: _Toc236931016]Security
· Note any security requirements, hours of operation and your normal provider.

p) [bookmark: _Toc236931017]Signage Plan
· Note any signage that you usually have available (including sponsor signage)
· What is your plan to erect signage – note key places.

q) [bookmark: _Toc236931018]Timing 
· Note who your usual timing provider is and their contact details.
· How many timing points do you normally have?
· How is the event usually timed – transponder? Manual? 

r) [bookmark: _Toc236931019]Toilets
· Note any permanent toilets you have access to (and who to contact for servicing etc)
· Assess portable toilet requirements based on expected participants, spectators, event duration, accessibility needs and any venue or local-authority requirements. 

s) [bookmark: _Toc236931020]Traffic Management
· Do you need a traffic management plan?
· Who is your usual provider?

t) [bookmark: _Toc236931021]Waste Management
· Note how you manage waste i.e. are there existing bins on site? Do you need to hire in bins?
· Note any contacts and quantities ordered.

u) [bookmark: _Toc236931022]Wi-Fi
· Note down any access to Wi-Fi, who to contact and cost.
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v) [bookmark: _Toc236931023]Venue Layout
· Insert a photo or drawing of your standard venue/site layout. 
