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How to use this document
This template is designed to be edited. Replace the placeholder text and brackets with your event, program, or initiative details. Use the checkboxes to track progress and share the document with your core team so everyone owns a clear piece of the work.
Event Overview
	Field
	Your Input

	Event Name
	[Enter event name]

	Date & Time
	[Enter date and time]

	Location / Venue
	[Enter venue]

	Expected Attendance
	[Enter number]

	Primary Objective
	[Enter objective]

	Lead Owner
	[Enter name]


12+ Weeks Before
[ ] Define event purpose, audience, and success metrics.
[ ] Set preliminary budget and identify funding sources.
[ ] Confirm date and secure venue with contract signed.
[ ] Identify core planning team and assign roles.
[ ] Begin vendor research: AV, catering, décor, security.
8-12 Weeks Before
[ ] Finalize agenda, session flow, and timing.
[ ] Confirm speakers, moderators, and special guests.
[ ] Open registration or invitation list.
[ ] Launch marketing and communications plan.
[ ] Begin sponsorship or partnership outreach.
4-8 Weeks Before
[ ] Track registrations and follow up with target attendees.
[ ] Finalize catering, room setups, and signage needs.
[ ] Confirm travel, lodging, and ground transportation.
[ ] Draft run-of-show and assign segment owners.
[ ] Prepare name badges, check-in lists, and printed materials.
2-4 Weeks Before
[ ] Hold final walkthrough at venue.
[ ] Confirm final headcount with catering.
[ ] Distribute run-of-show to all staff and vendors.
[ ] Test AV, Wi-Fi, and any hybrid or virtual components.
[ ] Brief hosts, speakers, and VIP liaisons.
1 Week Before
[ ] Send final details to attendees.
[ ] Confirm load-in and setup schedule.
[ ] Prepare emergency contacts and contingency plan.
[ ] Print or digitalize all final materials.
Day-Of
[ ] Arrive early for setup and vendor check-in.
[ ] Open registration and guest services on time.
[ ] Execute run-of-show and manage transitions.
[ ] Monitor attendee experience and address issues quickly.
[ ] Capture photos, testimonials, and key moments.
Post-Event
[ ] Send thank-you notes to attendees, sponsors, and speakers.
[ ] Distribute post-event survey within 48 hours.
[ ] Reconcile budget and finalize vendor payments.
[ ] Hold debrief and document lessons learned.
[ ] Archive contracts, lists, and materials for next year.
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