Event Planning Checklist

Office of Conference and Event Services x6090 bethel.edu/conference-event

Below are some helpful questions to ask as you develop your conference or event and prepare to meet with your Conference and Event Services specialist:

Strategy bucket

Event stakeholder defines functions and specialist assists as needed

1. Define purpose and desired outcome for event.

What is the main reason for hosting this event?

Why would someone want to come to this event?

At the end of the event, what do you hope has changed? What has been gained oraccomplished?

How will the success of the event be measured either quantitative or qualitative?Do you plan to ask for guest feedback? Do you plan to track attendance?

What relationships are intended to be strengthened?What message do you want to communicate?

2. Identify event date, time, and ideal space.

What is the best time of year for your target audience to attend?What is the best day and time for your target audience to attend?

Is it important to have a related event near, adjacent, or sequential to your event?

3. Identify target audience and, if needed, gather a guest list.

What group or groups do you hope to reach?

Who should attend this event? Who will want to attend this event?

Can your target audience be found in Banner (alums, students, parents, donors,employees)?

Who will pull the list from Banner?

If there are multiple sources of names, who will compile and consolidate these lists(including eliminating duplicates)?

Do you want to invite guests who live farther than 50 miles from campus?

Is there someone who knows your audience better than you? Might they be aresource for you?

4. Develop event content (speaker, program, schedule, etc.).

What message do you want to convey to attendees?

What format do you want the message to take?

Do you plan to have a keynote speaker? A panel discussion? A Q&A time?Breakout sessions? Small-group discussions?

Do you plan to invite an outside keynote speaker? What lead time will be needed tosecure this speaker?

Will an outside speaker need an honorarium, travel arrangements, an escort/host?

Do you have a schedule or agenda for the event?How long should the event last?

Which Bethel administrators, faculty, and staff should speak?
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Should someone give a welcome message? An introduction? A closing message?

A prayer?


Have you included a break if needed? A transition time for guests to move between venues?

Are there visual or multimedia components of your event?

Operations bucket

Event stakeholder and specialist share functions as needed for event

5. Identify cost estimates and define your event budget.

Which Bethel department or office will cover event expenses?

Has your department head approved this?

What dollar amount is allocated and approved?

Will more than one department or office share the expenses?Which budget number will be used?

Are there any outside sources of funding?

Is there a registration fee? Who collects that income?

Will you need catering, tech support, room setup, printed materials, otherresources?

Will you need estimates for these?

Who will produce invoices or submit budget transfers if needed?

6. Manage event registration and RSVPs.

Do you plan to have attendees register or RSVP before the event? How will theyregister or RSVP? Will attendees call or email or submit an online form or mail in something?

How will you receive and track registrations or RSVPs? Who will do this?

Will you need to send anything to the registrant? A confirmation? Directions?Tickets or name tags?

Will you assign registrants to seating?

Will you need to follow up on specific guest needs or requests?

7. Determine event staffing (Bethel administrators, department/office colleagues, hosts, greeters, ushers, etc.).

What event roles do you need to fill?

What are the responsibilities and timeframe of each role?

Who is going to assign and explain event-day responsibilities to event staff?

Which Bethel administrators, faculty, staff, or students need to be present? Is thisevent on their calendars?

Are student workers available to help?

What does your event staff need to know about the event? About special guestneeds? About their assigned tasks?

Logistics bucket

Specialist implements functions as per stakeholders input

8. Reserve campus space(s).

How many people does the space need to accommodate?What kind of setup is needed?

What is your ideal campus space?
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What other space would work if your first choice isn’t available?

Do you need breakout session space, registration space, break/catering space?

9. Identify and help coordinate event publicity (for example, print pieces, invitations, webpage, online registration, social media, email, Blink master calendar entry, e-announcement, etc.)

How do you plan to tell your target audience about the event?Is it important to have an accurate guest count?

If your audience is internal, will an e-announcement suffice? Is a hallway posterneeded? A webpage?

If your audience is external, do you want to send an invitation? Will you be able togenerate an email list for sending an email? Will you be able to generate a mail list for sending a postcard, letter, or card?

Do you need a response to the invitation? Will a phone call or email reply suffice?Or is a webpage with online registration necessary? Do you want to offer more than one way to respond?

What event details need to be communicated to your target audience? (Thesedetails MUST be nailed down before any publicity pieces are created!)

10. Identify and help coordinate event-day materials for attendees (for example, name tags, program/schedule/agenda, handouts, Bethel marketing pieces, event-related directions, campus map, meal tickets, gift, evaluation form, etc.).

What should attendees receive to make the most of this event?

What questions might your guests have upon arrival?Are name tags needed?

Will attendees want to know more about Bethel?

Do you want guest feedback at the end of the event?

11. Request traffic, parking, and security support.

Will more than 200 guests arrive on campus within a short period of time? Will morethan 200 guests leave campus within a short period of time?

What time of day will your guests arrive? Will parking be available or tight?

Will your guests arrive after 7 p.m.?

Do you need the east gate open after 6 p.m. for guest departure?

Do you need special parking for a keynote speaker?

12. Request Facilities Management support.

How should your event space be set up?

Will you need extra 6-ft tables for catering, registration, displays, name tags?

Will you need extra chairs?

Will you need a panel discussion setup? A podium? A stage?Will your guests need a coat rack?

Do you need rental tables or chairs?

Will you need extra trash bins for catering plates/cups/box lunches, etc.?

Will certain restrooms receive heavy use?

How much time will you need in the space for your own set up? How much time willSodexo need?

When does the space become available for setup? When can event strike begin?
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13. Request technical support.

Will you need a sound system?

What kind of mic will you need? Will you need more than one?

Do any speakers need AV support for showing a PowerPoint file or a video clip?How will speakers bring their AV presentation? Laptop or flash drive?

Will any speakers need access to the Internet for their presentation?Do your speakers have any special tech/setup needs?

If your space is Benson Great Hall or Underground, what kind of stage setup isrequired?

If your space is a classroom, will your speaker need to use the computer cart? Dothey know how to use it?

If your space is a BC4 meeting room, Eastlund, or a conference room, will yourspeaker need to use technology? Do they know how to use it?

14. Request Sodexo services.

Do you plan to order catering services (a meal or snacks/beverages)?Do you want your guests to eat in Monson Dining Center?

Will you need to estimate a catering count, or will RSVPs drive this?Do you want a served meal, a buffet, or boxed lunches?

Do you want to order bottled water for speakers/presenters?Can the catering service be disposable? On china?

Will you need tablecloths for non-catering tables (registration, name tags, displays,etc.)?

Do your guests have dietary requests that Sodexo should know about?

Will there be assigned seating at a meal or other special seating arrangements?

Do you need centerpieces or décor?

15. Identify thematic elements and suggest decor.

Is there a theme that should be carried out in the space?

Are there significant colors that should be incorporated in the space?

16. Post event signage.

Will guests need directions to campus?

Will guests need directions to a certain campus parking lot?

Will guests need hallway directions to the event space?

Do you need other signage (for example, reserved table tent signs, reserved chairtags, reserved wheelchair signs, reserved parking signs, welcome signs, etc.)?

17. Provide other miscellaneous event support as needed.

Do any guests have accessibility requests, such as a wheelchair or a sign languageinterpreter?

Do you need a photographer at the event? What will you use the pictures for?

Are you planning a book signing? Do you want the Campus Store to carry and sell acertain book?
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