
PAYMENT
__

Pre-payment Invoice sent 
to Hirer for payment 

within 7 days

Invitation proof
submitted to HoC Events 

Team for approval

ADJUSTMENTS
__

Final catering numbers 
required in writing

 Additional specific 
dietary requirements 

required in writing

Timeline when planning your event
When is what needed in the planning process? Our handy guide to what needs to happen administratively and when

8 WEEKS PRIOR 4 WEEKS PRIOR 1 WEEK PRIOR 3 DAYS PRIOR ON THE DAY

EVENT DETAILS
__

Completed ‘Function 
Details Form’ returned to

HoC Events Team with 
estimated attendance 
and catering numbers 

included

SIGN OFF
__

Signed ‘Event Instruction 
Sheet’ with any

amendments returned to 
HoC Events Team

 Known specific dietary 
requirements notified in 

writing

ENJOY
__

Guest list to be left with 
security team at

pedestrian security
search point

Enjoy the event!


