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	Event Title
	  Sample Title

	  Event Date & Time
	  January 1, 2020 – 4:00pm


Checklist

Note: Although we have aimed to create a comprehensive checklist intended to be used for mid-sized events of 10-100 people, every event is unique and will have different processes. This list was created to be used as a helpful reference that can be adapted to suit your specific event, timeframe and purpose. 

	
	Task 
	Owner/Notes
	Deadline

	
	Determine event goals, topic, speakers, agenda
	
	4-8 Weeks Out

	
	Select and confirm event date & time

· Resource: Cross-reference date with Event Calendar
	
	4-8 Weeks Out

	
	Select event platform
	
	4-8 Weeks Out

	
	Set-up event on the platform
	
	3-6 Weeks Out

	
	Confirm speakers, hosts and event agenda
	
	3-6 Weeks Out

	
	Create event budget and estimate costs
	
	3-6 Weeks Out

	
	Schedule a test run for all hosts and speakers involved
	
	3-6 Weeks Out

	
	Set-up the registration form
	
	3-6 Weeks Out

	
	Create an online poster/graphic
	
	3-6 Weeks Out

	
	Send email invitation and follow-up invitation
	
	3 Weeks Out

	
	Submit event on JIRA to be added to the Huron calendar of events and to be promoted via social media
	
	3 Weeks Out

	
	Promote the event on social media, personally invite individuals
	
	1-3 Weeks Out

	
	Create event brief and send to everyone involved
	
	2 Weeks Out

	
	Create event collateral:

· Welcome Slide (Template)

· Slideshow (Template)

· Speaking Notes/Housekeeping Details

	
	2 Weeks Out

	
	Monitor the registration form and attendee list
	
	

	
	Submit merchandise mailing request on JIRA if you’re sending a thank you gift to your speaker
	
	

	
	Test run of the event with everyone involved
	
	1-2 Weeks Out

	
	Email the event link to all registrants
	
	A Few Days Out

	
	Send a reminder email with the link 1 hour beforehand
	
	Day of the Event

	
	Login 30 minutes early to test the connection, greet speakers, etc.
	
	Day of the Event

	
	Complete event debrief and thank all those involved
	
	

	
	Reconcile budget and pay invoices
	
	

	
	Email out event survey (if applicable)
	
	


Budget

	Item
	Budgeted
	Amount
	Paid? 
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