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Special Event Checklist for Businesses Special Event Checklist for Businesses

. ] NOTES:
Choose a coordinator and/or committee

Decide who will do what and assign specific responsibilities
to each member of the committee.

Establish an event budget
Meet with accounting to determine budget and accounting procedures.

Set date & time
Coordinate date well in advance with key people whose attendance is
important (e.g., CEO, President, out-of-town corporate officers, elected
officials). Schedule early or late in the day for best response.

Plan the agenda
Decide who will welcome group, introduce dignitaries and determine
who will be invited to speak.

Coordinate speakers by providing talking points for each so everything is
covered but not repeated. Speakers may include CEO, elected officials,
contractor /developer.

Consider having a printed agenda. It provides the company a way of
acknowledging everyone and anyone who helped in the project.

Compile invitation list
» Company officials — CEO, President, CFO, other.
» Construction team — architect, engineer, contractor, supervisor, etc.
» Government — elected officials, staff (as appropriate).
» Community leaders — Representatives from local Chamber of
Commerce, Economic Development Corporation, etc.
* Investors and/or lenders.
* Press
« Company employees.
» Key clients, tenants, suppliers, and prospects.

Plan for the event
Decide who will bring hard hats, shovels, ribbon, scissors, plans, etc.

Arrange rentals - may include tent, carpet, chairs, cups, plates, etc.,
depending upon event.
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Parking: where to park, parking directors, handicapped parking and
valet parking if the event warrants.

Port-a-johns if needed.

Security, if occasion warrants.

Send invitations
Mail at least 3-4 weeks before event.

Include map to site if applicable.

Two days before event
Check all arrangements — caterer, rentals, speakers, press packets,
renderings, shovels, hardhats, scissors, ribbon, etc.

Confirm all program participants.

Prepare name tags.

Day of event

Set up tent, carpet, chairs, food, and beverage tables. Arrange the
podium and test microphone and sound level.

Arrange easels with renderings in location where guests can view them.
Grouping them on each side of the podium provides “arms” and can be
seen during the speakers’ remarks.

Provide name tags.

Distribute press release packets. May include copies of the renderings,
plans, information about the company, etc.

Consider giving guests a gift as they leave. It can be as simple as a magnet
or post-it notes, or more elaborate such as a paperweight with company
logo.

After the event
Follow up with the press. Send copies of photos.

Send thank you notes to VIP’s who participated. Send copies of photos
to the participants as a thank you.

NOTES:

Special Event Checklist for Businesses
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Special Event Checklist for Businesses Special Event Checklist for Businesses
NOTES:

Reserve a podium and microphone. Obtain a flag for the pledge if
applicable.

Obtain easels for displays: renderings, architectural plans, etc.

Provide a plant/company tour if feasible. Select and train tour leaders,
decide on number to be in each tour, path of the tour, etc.

Hire caterer
Refreshments can be simple or elaborate depending upon the audience,
time of day, etc.

Hire photographer and plan photo shots
Use appropriate props - shovels and hardhats for groundbreaking or scissors
and ribbon for ribbon cutting and take several photos with these props with
different guests. Examples:

Photo with owner, contractor, engineer, architect, developer, etc.

Photo with owner, elected officials, etc.

Photo with owner, community leaders, local Chamber of Commerce
representatives, etc.

Photo with owner, company executives, employees, etc.

Candid photos of audience.

These are suggestions, and groups may be combined as appropriate for
the occasion.

Publicity! VERY IMPORTANT!
Send press invitation to media, and follow up with phone calls.

Prepare press release to bring to event.

Prepare press packets.

Distribute to press and mail to those who did not attend, along with a
photo and a copy of rendering of the building, if available. Include in the
press release all participants in the program.

Other items to consider
Have a contingency plan for inclement weather.

Determine if any permits are required (utilities, fire, etc.)
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