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Event Planning Checklist
Events can be stressful. There are large and small details to keep track of and stakeholders to coordinate with, among many other steps to get you to the final event. To make it easier, use this detailed, 16-week event planning checklist as a guide for organizing and promoting special events. 
16 Weeks Before the Event

· Establish goals and objectives for your event to guide your overall planning and ensure success.
· Put together a detailed budget. 
· Start scouting locations at various ends of your budget. 
· Set the date, time, and location or venue. 
· [bookmark: _GoBack]Gather cost estimates. 
· Continue to do so as you confirm details, vendors, and needed items, plug everything into the budget.
· Appoint an event coordinator(s).
· Could be you, an employee, a co-worker, or a team of people, but it helps to have a point person to keep track of logistics.                     	
· Identify potential partners or sponsors. 
· Think local businesses, those in your network, or chamber of commerce members.  
15 Weeks Before the Event

· Compile an invitation list. 
· Include customers, prospects, and other businesses in the community. Consider inviting members of your local chambers of commerce, economic development council, city council, and colleges or schools.
· Outline your marketing and promotional strategies.  
· Digital: Devise the schedule for your website (event page, promos, blog posts), email marketing, and social media campaigns. See below timeframes to set deadlines.
· Print: Make a list of needed collateral, i.e., invitations, programs, posters, signs, tickets, etc.  
12 Weeks Before the Event

· Call potential partners and sponsors to confirm sponsorship and volunteer pledges, as well as determine everyone’s role. 
· Send follow-up emails or letters detailing the event and what the partner agreed to provide.
· Contact caterer or food vendor to coordinate and place an order for food and drinks. 
8 Weeks Before the Event

· Place listings and advertisements in local newspapers and community calendars.  
· Depending on your budget, you could place ads in local broadcast media
· Hint: Ask media outlets if they’d consider trading ad space and opportunities for sponsorship of the event.
· If applicable, create invitations that include an RSVP that is due at least one week before the event.
· Allow time for follow-up calls to the non-responders.
· For more informal events with no RSVP, create a Facebook event and send a digital invite to your email subscriber list.
· For increased cross-promotion, also create a printed invite that you can give to partners and sponsors to keep at their brick and mortar businesses.
· Hint: Create an invitation design that can be repurposed for all your needs: social media, email marketing, and print flyers.
· Order event display materials and signage, if needed.
6 Weeks Before The Event

· Add event information to your business’s website, via a landing page, event calendar, or blog post.
· Arrange for audio-visual equipment such as a podium and microphone, if needed.

5 Weeks Before The Event

· If applicable, order thank you gifts, giveaways, promotional items, or door prizes. 
· Include a follow-up invitation or announcement in your email newsletter. 
· Share the event information with sponsors and partners to cross-promote on their social media, websites, and email newsletters. 
3 Weeks Before the Event

· Send news or press release to local media.
· If applicable, contact local event websites to list your event. 
2 Weeks Before the Event

· Conduct a site visit for the event venue. 
· Familiarize yourself with the layout, take note of any additional needs as far as electrical outlets, parking, restrooms, etc. Make sure to add relevant information to your “last call” announcements.
· Make final calls to media to generate interest and create buzz around the event.
· Post additional flyers publicizing the event. 
· Ask local bank branch lobbies, convenience stores, libraries, and other similar locations in your community.
1 Week Before the Event

· Distribute “last call” announcement to email subscribers and on your Facebook event. 
· Include any pertinent and helpful details for attendees (where to park, bring your business cards, what to expect, etc.). 
· For dinner or catered events, notify food vendor(s) about the final number of guests expected.
· Touch base with any other vendors or volunteers.
· Confirm arrival times and expectations. 
· Assign a greeter for the start of the event. 
· If applicable, make name tags for confirmed guests  
· Alternatively, you can have blank name tags and markers that your greeter or participants create upon arrival.
· Pack supplies. 
· Such as a collection box for business cards, your printed collaterals (brochures, business cards, promo items, etc).
The Day of the Event

· Arrive early for one last walkthrough of the venue.
· Position greeter to be the first person attendees meet upon arrival. 
· Give everyone a name badge as they enter and encourage the exchange of business cards.
· Have fun! 
After the Event

· Write appropriate thank you cards, emails, or letters.
· Send a news release to local media promoting the success of the event. 
· Include an event round-up (images and description) on your website, social media, and email marketing. 
· Follow up on any leads obtained either via call or email. 
· If appropriate, try to set a meeting. 
· Include a link in emails to subscribe to your newsletter and learn more about your business.
· Have a debrief meeting with your event coordinators, staff, or colleagues to discuss the event.
· Make notes, (digital or physical), including what went right, what could be better, and file somewhere convenient so you can refer to for your next similar event. 
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FOR THE LIFE OF YOUR BUSINESS





