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Event 
Planning 



+
Have a checklist 

n  Remind you of the things that needs to be done.  

n  Decide to whom tasks should be assigned or delegated. 

n  Follow your timeline. 



+

Pre-Event 



+
Government 

n  See if any permits are necessary. 

n  Check out calendar of special activities happening in the 
area. 



+
Budget 

n  Prepare a budget and target income worksheet. 

n  Monitor your expenses. 

n  Keep loss under control. 



+
Location 

n  Face to face or virtual event? 

n  Venue accessibility and facilities. 
n  Wifi 

n  Rest rooms 

n  Parking area 

n  Security 

n  Date availability 

n  Catering 

n  Book venue and negotiate payment terms. 



+
Event Content Agenda 

n  Goal 

n  Target audience 

n  Topics 

n  Speakers 

n  Intermission 

n  Host 



+
Sponsors 

n  Develop sponsorship packages. 

n  Identify list of sponsors. 

n  Send sponsorship proposal. 

n  Give proper acknowledgment to sponsors. 



+
Marketing & Promotion Plan 

n  Create promotional materials. 
n  Website (show samples) 

n  Banners 

n  Ads 

n  Submit event to local calendars and website. 

n  Disseminate press release. 

n  E-mail marketing 











+
Participant Registration 

n  Registration process (online, fax, email) 

n  Email past participants with link to current registration and a 
special offer. 

n  Prepare participant kit. 



+
Ingres preparations 

n  Streamers and backdrops. 

n  Registration area. 

n  Sponsor set-up 

n  Contractor set-up. 

n  Video recording. 

n  Staff hiring briefing. 

n  Seat plan. 

n  Event layout. 



+
Risk management 

n  Back-up wifi. 

n  First aid kit. 

n  Insurance. 

n  Security. 



+

At the Event 



+
Registration 

n  Proper cue for paid, walk-in, speakers, VIP, media 
registration. 

n  Usher participants in designated areas. 

n  Assist participants as reasonably needed. 



+
Main event area 

n  Follow agenda and stick to the time allotted. 

n  Moderate and manage interaction. 

n  Ensure materials or tokens are properly disseminated. 



+
Egress 

n  Review checklist of what was brought in and needs to be 
taken out. 

n  Payment of balances, if any. 



+

Post event 



+
Review 

n  Feedback from participants and speakers. 

n  Monitor blog post written. 

n  Video editing and posting 

n  Transcription of talks. 

n  Review financials. 

n  Follow-up email to participants (handout access). 


