


Event planning 101 @

wh s

What

Who: Audience



Who: Partners/Collaborators

When

Where



Team roles and

responsibilities
Layout volunteer and staff roles to assign and track
responsibilities




"What If"

Think of challenges that occur during event execution
and how to avoid or solve those issues




Venue layout

Sketch out the floor plan for the event venue layout.



Marketing Checklist




Venue Checklist




Registration Checklist




Program Checklist
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Day-of Checklist
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Post-Event Checklist
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Staffing Checklist
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Master plan

14






