






























Example Event Timeline  
Event Name 
Event Contact Name /Phone 
Event Dates 6/2/23-6/4/23 
 

DAY #1-DATE: 6/2/23 

Time  Activity  Location  Notes  
11:00AM Event Staff Arrives Clock Tower Meadow Staff will park offsite 
Noon Tent Delivery & Setup Clock Tower Meadow Rental Co. Vehicles will drive into 

park  
1:00 PM Portable Restroom 

Delivery  
Clock Tower Meadow 1 vehicle will drive into park  

Driver Phone 509-555-5555 
3:00 PM-
5:00PM 

Stage/Sound Setup 
and Check 

Clock Tower Meadow Stage Co. Staff. 2 vehicles will drive 
into Park.  

6pm-6:30am  Over night security  Clock Tower Meadow 2 security guards to watch 
stage/sound.  

 

DAY #2-DATE: 6/3/23 

Time  Activity  Location  Notes  
6:00 AM  Place load-in signs and 

signs on trails for run. 
Park Path and 
Centennial Trail 

 

7:00 AM-8:30 
AM  

Food & Vendor Load-
in  

Clock Tower 
Meadow 

3 food trucks & 8 sponsor vehicles 
will drive into park escorted by 
event staff 

9:00-11 AM Run Park Paths/Centennial 
Trail 

10k Begins at 9AM 5k at 9:15 AM. 
1,100 runners 

11:30 AM Awards Presentation  Stage  
Noon-1:00PM Band #1 Plays Stage  
1:30-2:30PM Band #2 Plays Stage  
3:00-4:00 PM Band #3 Plays Stage  
4:30 PM Event Closes to Public   
5:00 PM Vendor Load-Out 

Begins 
Clock Tower 
Meadow 

Multi-Vehicles will drive into park 
escorted by event staff 

5:00 PM Sounds/Stage 
Breakdown  

Clock Tower 
Meadow 

2 Trucks will drive in park  

 

DAY #3-Date: 6/4/23 

Time  Activity   Notes  
8 AM Tent Breakdown and 

Pickup  
Clock Tower Meadow  

9 AM Portable Restroom 
Pickup  

Clock Tower 
Meadow 

 

10 AM Final Cleanup Clock Tower 
Meadow 

 

Use extra rows/pages as necessary.  
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