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SPECIAL EVENT CHECKLIST

(NOTE: This is a starting point, with items to consider; customize to fit specific circumstances and needs.)

· Event format (groundbreaking, ribbon-cutting, open house)

· Timing (weekday or weekend; time of day; duration; consider availability of VIPs & guests, attendance by media, traffic conditions, safety, weather and lighting)

· Location (consider accessibility, space, parking, electrical needs, aesthetics)

· Guest lists

· Internal (execs, board members, employees, vendors, suppliers, “friends”)

· External (customers; VIPs; business and civic leaders; state, county and city government officials; local and state related/relevant industry leadership, including top companies, associations and lobbyists; local and state news, consumer and trade media)

· Invitations (with map), RSVPs and follow-up/reminder calls (or, if public, promotional activities, including print & broadcast ads, press releases and media advisories, calendar listings in newspapers and TV/radio, appearances on TV/radio talk shows, Evites, email blasts, Facebook event posting, posters/fliers, etc.)
· Catering (food and beverage service)

· Entertainment and recreational activities (i.e., music, clowns, mimes, magicians, jugglers, hay rides, scavenger hunt or other games, hot-air balloon rides, helicopter rides, etc.)

· Public-address system and stage (or delineated staging area)

· Land clearing and preparation (i.e., hay or straw as ground cover; landscaping; beware of mud, dirt and dust)

· Check weather forecasts (contingencies for conditions, including wind)

· Tents, tables, chairs

· Sign-in registration (name badges, drawings for prizes, database for “thanks” cards)

· Electrical power (generator, extension cords)

· Parking, attendants and traffic control

· Signage (directional for road, parking; banners for “Welcome to …”)

· Hosts/hostesses (to welcome guests)

· Decorations (balloons, ribbon, centerpieces for tables, etc.)

· Trash receptacles

· Restrooms/facilities

· Commemorative gifts and/or door prizes (via drawings); i.e., paper weights, tote bags, attaches, shirts, jackets, hats, mugs, leather coasters, luggage tags, potted plants, etc.

· Information dissemination (displays, hand-outs, printed program/agenda, etc.)

· Participants (master of ceremonies, speakers, ribbon-cutters, groundbreakers)

· Identify VIPs to be recognized

· Scripts for speeches

· Props (shovels and hard hats for groundbreakings; ribbon and scissors for ribbon-cuttings, etc.)

· Photography of event

· PR/publicity (advisories for media attendance, press releases, fact sheets and press kits; captioned photos after)

· “Thank you” cards (post-event; to those attending)


