Committee Handover Template
Event snapshot
1. Event name:
1. Year:
1. Format:
1. Capacity:
1. Ticket price range:
 
Key contacts
1. Senior Treasurer:
1. Bursar / college operations:
1. Security lead:
1. Production lead:
1. Catering lead:
1. Ticketing contact:
 
What worked
1. Ticketing and release notes:
1. Supplier wins:
1. Programming wins:
1. Marketing wins:
 
What broke or nearly broke
1. Operational failures:
1. Timing issues:
1. Budget overruns:
1. Site or safety issues:
 
Budget summary
1. Budgeted revenue:
1. Actual revenue:
1. Budgeted cost:
1. Actual cost:
1. Biggest variance:
 
Platform and credentials
1. Domain / hosting:
1. Analytics:
1. Shared drives:
1. Social accounts:
1. Ticketing platform notes:
 
Advice for the next committee
1. Start earlier on:
1. Spend more on:
1. Spend less on:
1. Keep doing:
1. Stop doing:
