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Event Planning Checklist 
 

Initial Planning – 15 Weeks Prior 
Task Comments
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Schedule meetings or communicate with 
major stakeholders to ensure all needs are 
met 

  

If working with musicians/entertainers, 
schedule a sound check  

  

Create/purchase all needed decorations, 
other than flower arrangements 

  

 
 
Assembling Materials – 4 Weeks Prior 

Task Comments Completed 
Confirm staff/volunteers for each aspect of 
the event 

  

Make parking and directional signs that can 
be created in-house 

  

Create welcome packets/materials for 
attendees 

  

Create script for yourself or for 
VIPs/presenters 

• Include phonetic spellings for any individuals’ 
names that might be difficult to pronounce 

 

Confirm all travel arrangements   
Coordinate vendor payments through 
MARQetplace  

  

Schedule meeting for any event 
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• Consider purchasing/borrowing machine for onsite 
nametags  

Share any guests’ dietary needs with 
catering 

  

Gather event day supplies • Include pens, sharpies, tape, scissors, etc.  
Send final information to participants, 
including directions, maps, last minute 
details, etc.  

  

 
 
Final Details – 1-2 Days Prior 

Task Comments Completed 
Ensure all appropriate contacts’ info is listed 
where you can easily retrieve it  

• Recommend adding to your phone for easy text 
ability  

 

Purchase floral arrangements if not provided 
by vendor 

  

Recheck all equipment/materials to ensure 
nothing is damaged, quantity is correct, etc.  

  

Set-up registration area, if possible, so you 
are prepared for the next day 

  

Decorate room, if possible   
Display parking/directional signs   
Deliver materials/equipment to venue site   
Send reminder email to registered guests   
Test live web broadcast    

 
 
Day of Event 

Task Comments Completed 
Arrive early and do final walk-through   
Ensure all VIP materials are correctly labeled 
and in place 

• Provide a program to VIPs so they know speaking 
order  

• 
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