Action Items Planning Guide for Events

Event Name:

Event Date/Time:


Location(s):


Contact Person/Phone# 


Total Event Budget:

Description of Event:


Expected Attendance:



	Due Date
	Task
	Task Owner
	Notes

	Pre-Event Checklist (4 to 12 months prior)

	
	Establish measurable goals for the event
	
	

	
	Identify target audiences; invite list(s)
	
	

	
	Determine marketing message(s)
	
	

	
	Identify all networking opportunities and public appearances available to promote event
	
	

	
	Determine event budget; compare to fiscal budget, complete POs if needed, check remaining amount in open PO
	
	

	
	Reserve facility and create layout/map of event
	
	

	
	Determine facility needs:  power, rentals, tables, chairs, canopies, portables, trash, parking, etc. and complete work orders
	
	

	
	Determine staffing needs and recruit volunteers
	
	

	
	Determine attendee literature and/or give-aways
	
	

	
	Hire photographer
	
	

	
	Create attendee evaluation survey with question about how they heard of the event
	
	

	2 – 3 Months Prior

	
	Confirm personnel, performers, volunteers 
	
	

	
	Plan Meet-and-Greet for sponsors/VIPs
	
	

	
	Prepare confirmation e-mails with directions, etc.
	
	

	
	Create emergency list of personnel with contact info for committee
	
	

	
	Create badges, attendee sign-in lists, etc.
	
	

	
	Plan pre-event training for volunteers/staff
	
	

	
	Create list of needed supplies: first aid, accident forms, phones, camera, batteries, keys, change, etc.
	
	

	
	Solicit sponsorships
	
	

	
	Radio Spots Scheduled
	
	

	
	Print Ads Scheduled
	
	

	
	Save-the-Date Postcard Designed and ordered
	
	

	
	Event Poster/Flyer designed and ordered
	
	

	
	Pre-Event banners designed and ordered 
	
	

	
	At-event signage designed and ordered
	
	

	
	Design and order at-event literature/give-aways
	
	

	Pre-Event Checklist (6 weeks prior)

	
	Press Release written and distributed
	
	

	
	Send out Save-the-Date to important sponsors; invitees
	
	

	
	Posters and flyers distributed to local schools, libraries, businesses, etc.
	
	

	
	E-mail to other Rec agencies, use CPRS
	
	

	
	Edit website(s) to promote the event; take registrations
	
	

	
	Prepare way to capture all attendee contact info for future marketing (e.g. drop your biz card for a drawing, etc.)
	
	

	
	Assign set-up Crew & Clean-up Crew duties.  Assign duties for during the event: watch lights, sound, food table, take notes…
	
	

	
	Prepare give-away bags for VIPs and/or attendees
	
	

	Day before Event Checklist

	
	Send out “see you tomorrow” e-mail reminders to volunteers, attendees, etc.
	
	

	
	
	
	

	Event Day Checklist

	
	Set-up (or day before)
	
	

	
	Confirm phone lines/internet access
	
	

	
	Confirm arrivals of performers/VIPs
	
	

	Post Event Checklist

	
	Send out Thanks for attending/sponsoring to VIPs and performers
	
	

	
	Follow up on any attendee feedback/requests
	
	

	
	Compile survey data (evaluations)
	
	

	
	Compile event financial report
	
	

	
	Write post-event report
	
	

	
	Start checklist for next year’s event
	
	

	
	
	
	


Note: If an event is being chaired by a committee, more detail and status reports may be required.
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