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SAMPLE RUN SHEET
A ‘run sheet’ is everything that happens during your event. Below is a sample run sheet for a lunchtime quiz event called ‘Are You Smarter than a Fifth Grader?’ You should replace the example items with your own actual information.
	TIME
	ITEM
	PEOPLE INVOLVED
	NOTES

	12.00pm


	Leaders meet at Hall to set up
	All Leaders
	

	12.20pm


	Setup completed
	All Leaders
	Music on

	12.30pm


	Students arrive- collect donation at door
	John & Jess
	Use red buckets

	12.35pm


	Welcome and explain rules
	Sarah speaking

Ben & Lucy hand out paper
	PowerPoint Screen

	12.40pm

	Round 1 Questions
	Sarah speaking

	

	12.45pm

	Round 2 Questions
	Sarah speaking


	

	12.50pm

	Round 3 Questions
	Sarah speaking


	Get prizes ready

	12.55pm

	Announce winners
	Mrs Smith
Sam hand out prizes
	

	1.00pm

	Event finishes
	
	

	1.05pm

	Clean up and pack up
	All Leaders
	Take money to office

	1.15pm

	Pack up finishes
	
	

















