BuildingWrench FM-071 | Projects and Events

Event Facilities Readiness Sheet

Confirm event requirements early enough to staff and set up the space.
Use with the event organizer. Record actual headcount and schedule changes before confirming readiness.

Event / date / location / organizer and phone

Confirmed event requirements

Attendance, layout reference, accessibility needs, furniture and setup or removal times.

Building support plan

Approved HVAC and access schedules, custodial coverage, restrooms and event contact.

Constraints and unresolved requests

Space conflicts, resource limits and items awaiting the appropriate review.

Working record

Readiness task / location Owner / deadline Verified result / open item

Ready or pending / organizer confirmation / final check time

Use the approved occupancy and egress plan; this form does not approve a new room layout.
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