EVENT CONSULTING PARTNERS  |  RUN OF SHOW
ECP
RUN OF SHOW TEMPLATE
Detailed event delivery document
Event Name:  [Enter event name]
Event Date(s):  [Enter date(s)]
Venue / Location:  [Enter venue / location]
Version / Last Updated:  [Enter version / date]


Start Here
Purpose. Use this Run of Show to translate the confirmed program into the detailed chronological instructions required to deliver the event. It should capture what happens, when it happens, what needs to be said or done, and who is responsible.
	Terminology: ECP uses Run of Show (ROS). Depending on the organization, event or production team, a similar document may also be called a script, event script or scenario.



CORE PRINCIPLES
Follow the final Program & Agenda closely, then add the operational detail required to make every part of the event happen.
For multi-day events, begin each day with a Program at a Glance, followed by that day’s Detailed Run of Show.
The Detailed Run of Show includes the full delivery day: staff/vendor call times, setup, registration, sessions, meals and breaks, sponsorship benefits, speaker movements, AV/production cues, transitions, room changes, receptions, closing activities and other actions that must occur.
Identify who is responsible for each required action. Include staff roles, vendors and other delivery partners where applicable.
For Keynote Speakers, MCs and Organization Representatives/Presidents who are speaking, include the person’s name, photo and applicable remarks/script when useful for delivery.
Use only the note types needed for each activity. Not every activity requires AV, production, F&B, sponsorship or a final room check.
The Run of Show may be extremely detailed. Detail should support execution, not create unnecessary repetitive instructions.

AI CAN ASSIST
Optional. AI can use a finalized Program & Agenda to create a draft Run of Show skeleton using confirmed information. It should not invent missing details. The planner reviews, verifies, expands and finalizes the document.
	Suggested placeholders for missing information: Remarks Required • Speaker TBD • Photo Required • AV Cue Required / Confirm • Production Detail Required • F&B Detail Required / Confirm • Sponsorship Benefit / Branding Detail Required • Responsible Person Required















Event Information
Event Name: [Enter information]
Event Date(s): [Enter information]
Venue / Location: [Enter information]
Venue Address: [Enter information]
Event Lead / Producer: [Enter information]
Expected Attendance: [Enter information]
Event Format: [Enter information]
Version / Last Updated: [Enter information]

Key Individuals, Staff & Vendor Contacts
Include the people the event team may need to reach during delivery. Add or remove rows and roles to suit the event.
EVENT TEAM / STAFF
	Name
	Organization / Company
	Role / Responsibility
	Mobile
	Email

	[Name]
	[Organization]
	Event Lead / Producer
	[Mobile]
	[Email]

	[Name]
	[Organization]
	Event Manager
	[Mobile]
	[Email]

	[Name]
	[Organization]
	Event Coordinator
	[Mobile]
	[Email]

	[Name]
	[Organization]
	Registration Lead
	[Mobile]
	[Email]

	[Name]
	[Organization]
	Program / Speaker Lead
	[Mobile]
	[Email]

	[Name]
	[Organization]
	Sponsorship Lead
	[Mobile]
	[Email]

	[Name]
	[Organization]
	Other
	[Mobile]
	[Email]



VENUE / VENDORS / DELIVERY PARTNERS
	Name
	Organization / Company
	Role / Responsibility
	Mobile
	Email

	[Name]
	[Organization]
	Venue / Convention Services
	[Mobile]
	[Email]

	[Name]
	[Organization]
	AV / Production Lead
	[Mobile]
	[Email]

	[Name]
	[Organization]
	F&B / Banquet Contact
	[Mobile]
	[Email]

	[Name]
	[Organization]
	Décor / Rentals
	[Mobile]
	[Email]

	[Name]
	[Organization]
	Photography / Videography
	[Mobile]
	[Email]

	[Name]
	[Organization]
	Registration Platform / Support
	[Mobile]
	[Email]

	[Name]
	[Organization]
	Other
	[Mobile]
	[Email]





Day 1 — [Date]

PROGRAM AT A GLANCE
Quick orientation for the day. Keep this concise; the detailed delivery instructions follow.
	Time
	Program / Activity
	Location / Room
	Key Speaker / Participant

	[Enter]
	[Enter]
	[Enter]
	[Enter]

	[Enter]
	[Enter]
	[Enter]
	[Enter]

	[Enter]
	[Enter]
	[Enter]
	[Enter]

	[Enter]
	[Enter]
	[Enter]
	[Enter]

	[Enter]
	[Enter]
	[Enter]
	[Enter]

	[Enter]
	[Enter]
	[Enter]
	[Enter]

	[Enter]
	[Enter]
	[Enter]
	[Enter]

	[Enter]
	[Enter]
	[Enter]
	[Enter]

	[Enter]
	[Enter]
	[Enter]
	[Enter]






















Day 1 — Detailed Run of Show
	How to use this section: Begin with the first required delivery action of the day and continue chronologically until the final assigned responsibility is complete. Add, remove or rename note headings under each timed activity as needed.



[Time]  |  [Activity / Program Element]
RESPONSIBLE
[Name / role / vendor responsible]
EVENT DELIVERY NOTES
[Detailed actions, setup, timing, staffing, attendee flow, checks or other instructions required for this activity]
REMARKS / SCRIPT — IF APPLICABLE
[For MC, Keynote Speaker or Organization Representative / President when applicable. Add speaker name and photo where useful.]
AV NOTES — IF APPLICABLE
[Microphones, presentation, video, audio, screens, lighting or technical cues]
PRODUCTION / STAGE NOTES — IF APPLICABLE
[Walk-ons, stage movement, furniture, lighting, show-flow, photography or production cues]
F&B NOTES — IF APPLICABLE
[Meal/break setup, menu or dietary confirmation, service timing and other required F&B details]
SPONSORSHIP / BRANDING NOTES — IF APPLICABLE
[Contracted sponsor benefits, branding placement, recognition, activation or removal timing]
[Duplicate the timed activity section as needed and continue in chronological order.]


Day 2 — [Date]
PROGRAM AT A GLANCE
Quick orientation for the day. Keep this concise; the detailed delivery instructions follow.
	Time
	Program / Activity
	Location / Room
	Key Speaker / Participant

	[Enter]
	[Enter]
	[Enter]
	[Enter]

	[Enter]
	[Enter]
	[Enter]
	[Enter]

	[Enter]
	[Enter]
	[Enter]
	[Enter]

	[Enter]
	[Enter]
	[Enter]
	[Enter]

	[Enter]
	[Enter]
	[Enter]
	[Enter]

	[Enter]
	[Enter]
	[Enter]
	[Enter]

	[Enter]
	[Enter]
	[Enter]
	[Enter]

	[Enter]
	[Enter]
	[Enter]
	[Enter]

	[Enter]
	[Enter]
	[Enter]
	[Enter]






















Day 2 — Detailed Run of Show
	How to use this section: Begin with the first required delivery action of the day and continue chronologically until the final assigned responsibility is complete. Add, remove or rename note headings under each timed activity as needed.



[Time]  |  [Activity / Program Element]
RESPONSIBLE
[Name / role / vendor responsible]
EVENT DELIVERY NOTES
[Detailed actions, setup, timing, staffing, attendee flow, checks or other instructions required for this activity]
REMARKS / SCRIPT — IF APPLICABLE
[For MC, Keynote Speaker or Organization Representative / President when applicable. Add speaker name and photo where useful.]
AV NOTES — IF APPLICABLE
[Microphones, presentation, video, audio, screens, lighting or technical cues]
PRODUCTION / STAGE NOTES — IF APPLICABLE
[Walk-ons, stage movement, furniture, lighting, show-flow, photography or production cues]
F&B NOTES — IF APPLICABLE
[Meal/break setup, menu or dietary confirmation, service timing and other required F&B details]
SPONSORSHIP / BRANDING NOTES — IF APPLICABLE
[Contracted sponsor benefits, branding placement, recognition, activation or removal timing]
[Duplicate the timed activity section as needed and continue in chronological order.]


Example of the Level of Detail
The example below illustrates structure only. Adapt the detail to the event; do not add checks or actions that are not necessary.
12:00 PM  |  Lunch
RESPONSIBLE
Event Manager / designated event team member; Venue F&B Captain; Sponsorship Lead or Event Coordinator, as applicable.
EVENT DELIVERY NOTES
Confirm the meal setup and service timing against the approved requirements. Confirm dietary meals and attendee flow arrangements. Complete a final room check before guest entry only when required for this event.
AV NOTES — IF APPLICABLE
Display the approved lunch holding slide; background music at the agreed level; microphone available if announcements are planned.
F&B NOTES
Review the approved menu, service setup and dietary requirements with the venue/F&B contact.
SPONSORSHIP / BRANDING NOTES — IF APPLICABLE
Confirm contracted lunch sponsor branding or recognition is in place before attendees arrive and that the agreed benefit is delivered.
2:00 PM  |  Sponsored Coffee Break
RESPONSIBLE
Venue/F&B contact for service; designated event team member for sponsor benefit/branding; other roles as required.
EVENT DELIVERY NOTES
Confirm the break is set before the preceding session releases and that attendee flow is ready.
F&B NOTES
Confirm coffee/tea, refreshments and dietary items against the approved order.
SPONSORSHIP / BRANDING NOTES
Put out the contracted coffee-break sponsor branding before attendees arrive. Confirm placement and other agreed benefits. Remove or store branding afterward if required.

Planner Review Before Finalizing
Program at a Glance matches the final approved program for each day.
Every required delivery action appears at the correct time, including setup/opening and closing activities.
Key staff, vendor and venue contacts are current.
Roles and responsibilities are clear for each required action.
MC, Keynote and Organization Representative / President remarks are included where applicable, with photos where useful.
AV and production cues have been reviewed with the appropriate delivery partners.
Meals, breaks and F&B requirements are represented where they affect event delivery.
Sponsorship benefits and branding actions are included where they must be delivered at a specific time.
Outstanding placeholders have been resolved or intentionally retained for final confirmation.
The document reflects the event being delivered; unnecessary generic instructions have been removed.

AI Can Assist  →  Planner Verifies  →  Planner Decides
Know the work. Use AI to support the work. Know enough to judge the result.
ECP Learning Hub • Run of Show Template
