Day of Event Planning Checklist:
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Your Guide to a Smooth & Successful Event

This checklist will help you ensure everything runs smoothly and
flawlessly for your event.

Pre-Event (1-2 Hours Before)

Double-check venue setup: Ensure tables, chairs, décor, and audio-visual equipment are
arranged according to your plan.

Confirm catering and beverage service: Verify food and drink availability, presentation, and
service schedule.

Greet vendors and staff: Introduce yourself and answer any last-minute questions they might
have.

Review the event itinerary: Briefly walk through the schedule with key staff and volunteers to
ensure everyone is on the same page.

Test technology: Do a sound check for microphones and presentations. Ensure projectors and
screens are functioning properly.

Prepare registration area: Have staff ready to welcome guests, distribute badges or programs
(if applicable), and answer questions.

Set up emergency kit: Ensure a first-aid kit, fire extinguisher, and any other necessary supplies
are easily accessible.

Event Time

Welcome guests: Be present at the entry point to greet guests with a smile and answer
questions.

Monitor event flow: Circulate throughout the venue to ensure everything is running smoothly.
Address any issues that may arise promptly.

Coordinate with staff and vendors: Ensure catering service, entertainment, and activities are
happening according to the schedule.

Be the point of contact: Remain available for vendors, guests, and speakers with any
questions or concerns.

Capture memories: Take photos or videos to document the event (if appropriate).
Maintain a positive attitude: A calm and collected demeanor can diffuse any unexpected
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Post-Event (Within 24 Hours)

O Thank vendors and staff: Express your appreciation for their hard work and contribution to the
event's success.

O Collect feedback: Distribute surveys or ask guests for feedback to improve future events.

O Gather photos and videos: Compile all the captured photos and videos to create a post-event
recap.

O Review budget and expenses: Recount costs and reconcile them with your initial budget.

O Debrief with your team: Discuss successes, challenges, and areas for improvement for future
events.

Additional Tips:

Delegate tasks: Don't try to do everything yourself! Assign clear responsibilities to your staff
and volunteers.

Be prepared for the unexpected: Have a backup plan in place for potential last-minute hiccups.

Stay hydrated and take breaks: Taking care of yourself ensures you can maintain focus and
energy throughout the event.

Celebrate your success! You planned an amazing event! Take a moment to acknowledge all the
hard work and celebrate a successful outcome.

By following this checklist and staying organized, you can ensure your event runs
seamlessly and leaves a lasting positive impression on your guests.
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