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How to use this document
This template is designed to be edited. Replace the placeholder text and brackets with your event, program, or initiative details. Use the checkboxes to track progress and share the document with your core team so everyone owns a clear piece of the work.
Event Information
	Field
	Details

	Event Name
	

	Date
	

	Venue / Room
	

	Show Caller / Stage Manager
	

	AV Lead
	

	Hospitality Lead
	


Run-of-Show
	Time
	Segment
	Duration
	Owner
	Location
	AV / Cues
	Notes

	8:00 AM
	Doors Open / Registration
	30 min
	Registration Team
	Lobby
	Music on
	

	8:30 AM
	Welcome & Opening
	10 min
	Emcee
	Main Stage
	Mic check complete
	

	8:40 AM
	Keynote Speaker
	30 min
	Speaker Liaison
	Main Stage
	Clicker + slides
	

	9:10 AM
	Panel Discussion
	40 min
	Moderator
	Main Stage
	Panel mics
	

	9:50 AM
	Break
	20 min
	Hospitality
	Foyer
	Music up
	

	
	
	
	
	
	
	


Transition & Cue Notes
Use this section for anything that happens between segments: stage changes, mic handoffs, lighting shifts, or backup plans.
	From Segment
	To Segment
	Transition Action
	Owner

	
	
	
	

	
	
	
	


Contingency Plan
[ ] Identify backup speaker or filler content.
[ ] Confirm AV technician contact and spare equipment.
[ ] Plan for delays: which segments can be shortened?
[ ] Prepare emergency announcement script.
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