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This guide explains what the tool produces, how to use the output, and what to watch for. The actual output
(draft/report) is generated on the tool page.
Background

Never miss a task from brief to wrap-up — a phase-wise planning checklist (brief, vendor booking, logistics, pre-
event week, event day, post-event) with critical deadlines. Fill in the details below.

Purpose of this tool & output

Never miss a task from brief to wrap-up

How the output is used

Use the checklist to never miss a task from brief to wrap-up.
Important cautions

Al-generated checklist; adapt to your event scale.
Companion documents

e Event Proposal Writer

e Wedding Planning Blueprint

e Event Budget Builder

e Event Vendor Coordination Plan
e Event Run Sheet Creator

e MICE & Conference Package

This is Al-assisted guidance. Verify with a qualified professional before any binding decision. Fees, authorities and
processes vary by state and change over time — confirm with your state authority.
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