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Event Plan 

Name of Event 

Date: 

Time:  

Task Due Date  Resources Needed  Responsibility  Completed  

Venue     

Book Venue 

Fax Agreement 

    

OHS Risk Assessment 

Food Permit 

Public Liability Certificates for 
community stalls 

    

Promotion/Media     

Date Claimer 

·  Design 

·  Distributed 

 

 

  

 

 

 

Flyers/Posters 

·  Design 

·  Distributed 

·  RSVP List for Reception 

 

 

   

Publicity 

·  Media Release 

 

 

 

 

 

  

Site inspection/plan     

Entertainment/Activities     

Get Quotes: 

·  MC 

·  Performers 

·  Hire Equipment 

·  Catering 

   

 

 

 

 

 

 

In Kind Grant/Sponsorship     

Staff/Volunteer Roster     

Event Run Sheet     

Stall RSVP Sheet     

 
 

 

Event Project Plan 
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9th November 2009 

Media release 

 

International Volunteer Day 
2009 Volunteer of the Year Award 
Friday 4th December  
 
On the 5 th December thousands of volunteers around the world will be involved in a range of IVD 
initiatives and activities to highlight the role of  volunteers in their communities. 
  
IVD was established by the United Nations General A ssembly through Resolution 40/212 on 17 
December 1985. Since then, governments, the UN syst em and civil society organizations have 
successfully joined volunteers around the world to celebrate the Day on 5 December.  
 
FNQ Volunteers Inc. as the lead agency for voluntee ring in Far North Queensland each year publicly 
acknowledges the contribution of volunteers at a sp ecial function and to present the Volunteer of the 
Year Award. 
 
Volunteer based organisations throughout FNQ are in vited and encouraged to nominate a volunteer 
to be considered for this Award.  
 
This year’s celebration will take on an ‘international’  theme to publicly acknowledge the diversity of 
volunteers from different backgrounds, cultures and  ages by recognising their skills and uniqueness 
they bring to the volunteer sector. 
 
Volunteers, community members, groups and organisat ions are welcome to attend.  
Event venue and times: 

·  IVD Volunteer of the Year Award  
·  Friday 4th December 2009 
·  10am -1pm  
·  Fogarty Park Esplanade 
·  FREE community event including: volunteer displays and information, interactive activities set up by 

volunteer involving community organisations, fundraising food stalls, presentations/dances from 
cultural groups.  

 
 

Available for interview contact: 
Ellen Barnes, Chief Executive Officer  
Tel: 4041 7400 Mobile: 
Email: ceo@fnqvolunteers.org    

Available for further information:  
Tracey Dickinson, Community Development Facilitator   
Tel: 4041 7400   
Email: programmes@fnqvolunteers.org   
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