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Planned Special Events: Checklists for Practitioners

Introduction

Planned Special Events: Checklists for Practitioners presents a total of six checklists on event-specific planning for planned 
special event travel management. These checklists follow the order in which the topics are presented in Chapters 4, 5, 6, 7, 
8, 9, and 10 of the Federal Highway Administration handbook, Managing Travel for Planned Special Events. Each checklist 
provides common, sequential steps for plans and activities that practitioners may use for most significant planned special 
events, regardless of the event or area type. However, considering that no two events have the same effect on surface 
transportation operations, each step incorporates several assessments designed to address the effects that planned special 
events may have on traffic, parking, pedestrian, and transit operations that are attributable to variables such as travel 
demand, road/site capacity, event operation, available resources, and external factors.

 

Planned special event practitioners may apply these checklists to a specific planned special event to develop a customized 
"road map" of essential tasks required to manage transportation operations for the event. Because planned special events 
practitioners may have different requirements, these checklists have been created in MS Word and are designed to be 
adaptable to each user's needs. Therefore, users are encouraged to create copies of this document and modify them by 
reordering elements within each list or adding to them based on each practitioner's needs and experiences with the special 
event planning process. Each checklist is also colored differently for ease of navigation. 

It is the goal of this document to be an adaptable tool for practitioners, one which may be shared among stakeholders and 
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other partners to facilitate coordination and buy-in. The checklist tools may also serve to guide interagency planning efforts 
as it will provide an overview to those stakeholders responsible for particular steps explaining how their activities fit into the 
overall planning process. The checklists are designed specifically to allow the users to move sections around to meet their 
needs. The checklists should not be considered mandates or standards but viewed as guidelines that indicate when in the 
process the item should be considered and addressed. 

At the end of this document are three blank forms: a Contact List, a Resources List, and a Map List. These may be used to 
improve the coordination and comprehensiveness of the special events planning process.

Additional FHWA documents are available to help practitioners plan for special events, including:

●     Managing Travel for Planned Special Events Handbook; Publication No. FHWA-OP-04-010, EDL Doc. #13883.

●     Outreach Material 

�❍     Brochure; Publication No. FHWA-OP-04-033, EDL Doc. #13903

�❍     Fact sheet; Publication No. FHWA-OP-04-034, EDL Doc. #13904

�❍     Technical presentation - available on the TMC Pooled-Fund Study website

These resources can be found at http://ops.fhwa.dot.gov/program_areas/sp-evnts-mgmt.htm.

Instructions

The checklists are provided in an MS Word format, so users may save copies of each file under a new name, thereby keeping 
a the original checklists in an unaltered state while using the renamed copies as working documents that can then be 
adapted to reflect each users' particular needs. 

To use a checklist, review each assessment under a particular step and insert a check next to the assessments that apply to 
the known planned special event scenario. The checklists provide the following guidance to users in determining whether a 
certain assessment applies to the subject event:

●     "If Checked" column - defines potential action items to be addressed in the operations planning phase if the 
assessment applies to the planned special event.

●     "Tips / Examples" column - clarifies the concept of the assessment and cites specific events and/or circumstances 
under which the assessment may more likely apply. 

Practitioners have space available for recording notes on their review of each assessment. User notes may include 
documenting: 

1.  What resources are needed - planning (the Resources List is available as a comprehensive compilation of needed 
resources.)

2.  When and how to act - operation 

3.  Who is in charge - command

4.  Who will pay - finance.

These checklists have been designed to fit easily in a 3-ring binder, and are in an expandable format, allowing users to 
create more space by adding rows where needed, delete those that are not necessary to a particular event, or to reorder the 
assessments in any step to more effectively meet the needs of a specific event, locality, or user. 

To add a row: 

1.  Place your cursor in the row above which you wish to add a row. 

2.  Select Table from the menu bar.

3.  Select Insert.

4.  Select Row Above.

If you wish to add a row at the end of a step section, place your cursor in the last cell of the section (e.g., at the end of step 
2 but before step 3) and hit the Tab key. Another cell will automatically be added.

To move a row:
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1.  Place the cursor in the first cell of the row you wish to move.

2.  Select Table from the menu bar.

3.  Select Select.

4.  Select Row.

5.  Press Ctrl-x.

6.  Place the cursor in the row below the place you wish the selected row to appear.

7.  Press Ctrl-v.

Remember, by saving the original document under a new name, the original checklist is able to be copied again and again 
for use in planning future events. Or, once copied and adapted, use the modified version as the starting point for the 
planning phase of your next planned event if it more closely resembles your process than the base document.

Back to Table of Contents | On to Initial Planning Activities Checklist 
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INITIAL PLANNING ACTIVITIES CHECKLIST

The checklist on initial planning activities targets scenarios linked to particular planned special events that may 
require modifications to the traffic management plan on the day-of-event. A proactive response to such scenarios involves 
the development of contingency plans packaged into a scenario-based traffic management plan that provides a selection 
of options for a range of potential unexpected events. The figure below summarizes the types of assessments made for 
each of the four steps in the initial planning activities checklist: 

D  

 
Step 1. Information and Data Collection
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Step 2. Assessment of Event-oriented Risks
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Step 4. Contingency Planning
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FEASIBILITY STUDY CHECKLIST

The checklist on feasibility study enumerates various steps and associated considerations for gauging the effect a 
proposed event may have on surface transportation operations in the vicinity of the venue and in the region hosting 
the planned special event. Practitioners may develop a feasibility study to determine if the subject planned special event 
will cause travel problems, where and when identified problems will occur, and the magnitude of each identified problem 
using various measures. The figure below summarizes the types of assessments made for each of the five steps in 
the feasibility study checklist: 
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Step 1. Travel Forecast
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TRAFFIC MANAGEMENT PLAN CHECKLIST

The traffic management plan checklist indicates traffic, parking, and pedestrian management techniques to mitigate any 
and all anticipated problems on the day-of-event. The challenge to stakeholders involves not only developing 
operations strategies and resource applications to mitigate a potential congestion or safety "hot spot," but also ensuring 
each operations tactic does not defeat the objectives of another. Information related to the steps discussed below can 
be found in the Managing Travel for Planned Special Events Handbook, which can be accessed at http://ops.fhwa.dot.
gov/program_areas/sp-evnts-mgmt.htm. A successful traffic management plan: (1) satisfies the customer requirements of 
all transportation system users and (2) meets the allotted budget for personnel and equipment resources assigned to the 
day-of-event operation. The figure below summarizes the types of assessments made for each of the six steps in the 
traffic management plan checklist: 
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IMPLEMENTATION ACTIVITIES CHECKLIST

The checklist on implementation activities presents steps aimed at strategizing traffic management plan deployment 
and conducting necessary testing and training activities. A transition phase between planning and operations, 
implementation activities improve the efficiency of traffic management plan deployment and increase traffic 
management team preparedness. The figure below summarizes the types of assessments made for each of the five steps 
in the implementation activities checklist:

D  

 

Step 1. Develop an Implementation Plan
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Step 2. Conduct a Stakeholder Simulation Exercise(s)
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Step 3. Establish Interagency Communication Service and Compatibility
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Step 4. Test Equipment Resources
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Step 5. Recruit and Train Volunteers
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DAY-OF-EVENT ACTIVITIES CHECKLIST

The checklist on day-of-event activities presents steps summarizing activities facilitating the actual implementation 
and operation of the traffic management plan, in addition to real-time conditions monitoring, before, during, and after 
the event. These activities support real-time traffic management and control decisions during the day-of-event and 
provide key performance evaluation data for future planning. Information related to the steps discussed below can be found 
in the Managing Travel for Planned Special Events Handbook, which can be accessed at http://ops.fhwa.dot.
gov/program_areas/sp-evnts-mgmt.htm. The figure below summarizes the types of assessments made for each of the 
four steps in the day-of-event activities checklist: 

D  
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Step 1. Traffic Management Team Management Process
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Step 2. Multi-agency Command Post Designation
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Step 3. Traffic Management Plan Evaluation During Day-of-Event 
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Step 4. Traffic Monitoring on Day-of-Event
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POST-EVENT ACTIVITIES CHECKLIST

The checklist on post-event activities presents steps pertaining to the evaluation of local and regional operations based 
on stakeholder debriefings and an analysis of traffic data collected on the day-of-event. The outcome of each and 
every activity represents the first step in planning for future, successive events and can contribute toward 
proactively improving travel management for all planned special events in a region. Information related to the steps 
discussed below can be found in the Managing Travel for Planned Special Events Handbook, which can be accessed at 
http://ops.fhwa.dot.gov/program_areas/sp-evnts-mgmt.htm.

This checklist calls for the user to compile comments, develop surveys, identify successes and failures, etc. All of 
these activities require creating forms, documentation the event activities, and analysis of the information that was 
gathered. Although the event is over, much needs to be done to capture what happened to ensure that the next event 
will build on what was learned. A post-event report, often called an after action report, or AAR, is a particularly 
valuable document that results from this checklist. An AAR is a report that follows a structured review process that 
allows participants to understand for themselves what happened, why it happened, and how it can be done better. An AAR 
is about learning, not finger pointing or even fixing a problem. The AAR should be conducted with a focus on improving 
the delivery of services for the next planned event, and should be done in conjunction with your partners. (It is very 
likely that the DOT will not be the agency in charge in writing the complete report for the event but will write up 
the transportation portion of the report.) The figure below summarizes the types of assessments made for each of the 
four steps in the post-event activities checklist: 
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Step 1. Review and Compile Measures of Effectiveness
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Step 4. Post-Event Report
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Supplemental Lists

Contact List

Name Organization Title Telephone # Cell Phone # Skills for PSE

 
 

Resource List

Equipment No. of Units Needs Batteries? (Y/
N)

Equipment Needed 
to Move Equipment

Name of Responsible 
Person

 
 

Map List

Map MAP Location (Ops Center, etc.) Notes

Venue Site

Parking Lot (s)

City

Region
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