Successful Event Guide

Here is the Event Planning Guide you’ll want to print out and use to help ensure you’ve got all the bases covered. This will make it easier for you to ensure that your event will run more smoothly, and will be more enjoyable for everyone involved.

Event Basics

Event Date:  _____________________________________________________________

Event Name:  ____________________________________________________________

Event Site:  ______________________________________________________________

Meeting Room name or # Presenter: __________________________________________

Presenter’s Tel. #:  ________________________________________________________

Presenter’s room #:  _______________________________________________________

Presenter’s start time:  _____________________________________________________

Duration of presentation:  __________________________________________________

Presenter’s Travel Arrangements

[  ]  Confirm arrival and departure times.

[  ]  Confirm airport pickup and/or ground transportation.

[  ]  Confirm arrangements if being met by staff at airport.

[  ]  Who is responsible for taking care of the speaker’s needs after hotel arrival?

Room Arrangements

[  ]  Have room reservations been made and confirmed?

[  ]  Did you reserve the room as close as possible to the meeting room?

[  ]  Is the presenter pre-registered? Room keys ready?

[  ]  Confirm that the presenter’s room and meal charges are on your account.

[  ]  Confirm that a welcoming gift along with a signed note from you or his assigned host

       will be waiting in the room. (Fruit, flowers, snack platter, etc.) 

Arrangements Before the Program
[  ]  Have you introduced the speaker to the person who will act as his personal helper

       during his or her stay?

[  ]  Introduce speaker to the person who will be introducing him or her to your group.

[  ]  Make sure the person introducing the speaker has the introduction notes and keep

       a spare copy with you just in case.

[  ]  Introduce speaker to your company’s executives in attendance.

[  ]  Are there any special events, meetings, or meals you wish to invite the speaker to?

[  ]  If applicable, has the speaker’s spouse or companion also been invited?

Background Information for the Speaker
[  ]  Does the speaker have the name and contact number for the person he needs to call

       upon if you or his assigned helper are not reachable?

[  ]  Have you explained to the speaker the details about your event that he or she needs to

       know? (You can gather this information from the Pre-Event Questionnaire.)

[  ]  Have you shown the speaker the room where he or she will speak?

[  ]  Have you confirmed that the speaker’s requirements for audio and video have been
       taken care of?

[  ]  Have you tested any other technical equipment being used?

[  ]  Have you asked the speaker if he or she needs to rehearse in the presentation room?

[  ]  Have you confirmed with the speaker the time at which he or she should be in the

       presentation room, and what time the presentation should begin? 

[  ]  Have you told the speaker when the presentation must end, in case the next part of

       the program must begin at a certain time?

Event Room Details

[  ]  Have you confirmed with the technical and engineering staff the time by which the

       speaker’s equipment must be set up and ready to go?

[  ]  You and the MC and the introducer should all have a copy of the introduction text

       for the speaker.

[  ]  If you are using speaker evaluation forms, are they properly placed and ready?

[  ]  If the speaker will be using hand-outs, have you confirmed where they should be

       placed, how they will be distributed, and by whom?

[  ]  If the speaker is offering books, CDs, DVDs or other products for sale, have you

       confirmed where they will be placed and how the transactions will occur?

[  ]  If needed, have you arranged for security to guard the products in the room prior to

       the beginning of the presentation or event, and during the event?

[  ]  Have you a copy of all the necessary contact numbers for any personnel involved in
       the presentation such as technical staff or engineers, security, room set-up, etc?

Post-Program Details

[  ]  Have you confirmed who is responsible for preparing the speaker’s check, and who


will be giving it to him or her immediately following the presentation?

[  ]  Have you arranged with the hotel for the speaker’s late check-out if needed?

[  ]  Have you arranged for the speaker’s transportation to the airport, and informed the


speaker where to be waiting and at what time?

