
                CONVENING RUN OF SHOW
This document can be used as the home for all the key logistics information you will need for your event to run 

smoothly. 

Each community can adapt this document to meet its specific needs.  It contains tabs Run of Show, as well as Contacts & 
Venue Details.

http://enhancentertainment.com.au/?utm_source=excel&utm_medium=excel&utm_campaign=runsheet-edition1


Time Location Activity Responsibility
Venue Access
Bump In
Catering Arrival
Entertainment/Speaker arrival
Start
Official Welcome
Presentation 1 
Breakout Session 1 
Presentation 2 
Breakout Session 2 
Evaluation Time 
Closing Remarks 
Event Breakdown 

Notes

RUN-OF-SHOW SHEET



Convening Name
Convening Date
Times

Attendance information

VENUE
Venue Name Address Contact Phone Email

Access Information 
Floorplan
Parking
Internet/Wi-Fi Information

HOUSING AUTHORITY STAFF CONTACT INFORMATION
Contact Name Role Phone Email

Position Contact Name Company Name Phone Email
Venue Manager
Catering/Refreshments Contact 
MC
Keynote Speaker
Entertainment
Audio Visual
Transportation 
Photographer
Media Contacts

Name Organization Phone Email

CONTACTS AND DETAILS

VENUE CONSIDERATIONS

OTHER KEY CONTACTS

PRESENTERS  AND SPEAKER CONTACT INFO


	Hello!
	Run of Show Sheet
	Contacts & Venue Details




Accessibility Report





		Filename: 

		Run of Show Template_Accessible.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 2



		Passed manually: 0



		Failed manually: 0



		Skipped: 0



		Passed: 30



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Passed		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top

