

DRAFT RUN SHEET
<insert name>

Valuing Volunteers in Sport and Recreation Awards
<insert time and date>

<insert venue>

Pre-Ceremony

<x:xx – x:xxa/pm>
Award recipients and guests arrive

                           
Canapés/BBQ/light meal and drinks served (if appropriate)
<x:xxa/pm>
<insert name>, Master of Ceremonies (MC) and <insert guest speaker name> arrive (to be met by <insert name>)
<x:xx – x:xxa/pm>
MC and guest speaker interact with award recipients and guests
<x:xxa/pm>
Guests are seated
Formal Ceremony

<x:xxa/pm>
MC takes the stage, welcomes guest speaker, award recipients and guests, and delivers a short introduction of self and run down of the event
<x:xxa/pm>
MC invites Club President to officially open proceedings
<x:xxa/pm>
MC introduces guest speaker and invites him/her to address the award recipients and guests
<x:xxa/pm>
Club President and MC present the recognition awards (MC announces each award recipient, Club President presents certificate)

<x:xxa/pm>
MC closes ceremony
Post Ceremony

<x:xx – x:xxa/pm>
Guest speaker, MC, award recipients and guests remain at the event and continue networking/interaction


