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EVENT PLANNING CHECKLIST

1. Define Your Event Goals and Objectives:

Determine the purpose and desired 
outcome of the event.

Set clear goals, whether it's celebrating, 
networking, fundraising, or entertaining.

2. Choose the Event Date and Time:

Select a date that suits your target 
audience.

Consider holidays, workdays, and seasons.

3. Create a Budget:

Allocate funds for various aspects of the 
event, including venue, catering, 
entertainment, and decor.

Set aside a contingency budget for 
unforeseen expenses.

4. Select a Suitable Venue:

Find a location that accommodates your 
guest count and event type.

Consider accessibility, parking, and 
facilities.

5. Create a Guest List:

Determine the number of attendees and 
create a guest list.

Send out invitations and track RSVPs.

6. Event Theme and Decor:

Choose a theme that aligns with your event 
objectives.

Plan decorations, floral arrangements, and 
lighting accordingly.

7. Catering and Menu Planning:

Decide on the type of food and beverages 
to be served.

Consider dietary restrictions and 
preferences of your guests.

8. Entertainment and Activities:

Book a DJ, live band, or other entertainment.

Plan engaging activities or games, if 
appropriate.

9. Technical and Audio-Visual Requirements:

Arrange for sound systems, microphones, 
and projectors.

Ensure a seamless technical setup for 
presentations or performances.

10. Event Timeline and Schedule:

Create a detailed timeline from the 
beginning to the end of the event.

Include set-up and breakdown times.



11. Event Promotion and Marketing:

Promote the event through various 
channels, such as social media, email, or 
flyers.

Monitor the effectiveness of your marketing 
efforts.

12. Registration and Ticketing (if applicable):

Set up an online registration system.

Design and sell tickets if the event requires 
admission.

13. Logistics and Transportation:t

Plan transportation for attendees, if 
necessary.

Ensure parking or shuttle services are 
available.

14. Security and Emergency Planning:

Hire security personnel if needed.

Develop an emergency response plan and 
share it with the team.

15. Event Signage and Branding:

Create event signage and branding 
materials.

Ensure clear directions for guests.

16. Vendor Selection and Management:

Choose vendors like photographers, videog-
raphers, and decorators.

Communicate your expectations and 
requirements clearly.

17. Guest Accommodations:

Arrange accommodations for out-of-town 
guests if required.

Provide information on nearby hotels or 
lodging options.

18. Event Materials and Supplies:

Order event materials like name tags, 
brochures, or promotional items.

Ensure you have enough supplies for the 
event.

19. Rehearsal and Run-Through:

Conduct a rehearsal or run-through of the 
event to iron out any issues.

20. Post-Event Evaluation:

Gather feedback from attendees and team 
members.

Assess the success of the event and note 
areas for improvement.



TOP MISTAKES TO AVOID WHEN 
HIRING VENDORS FOR YOUR EVENT

Not Clearly Defining Your Needs:

Mistake: Failing to articulate your specific 
requirements to vendors.

Avoidance: Clearly communicate your 
event vision, goals, and expectations.

Neglecting to Check Vendor Reviews and References:

Mistake: Hiring vendors without researching 
their past work.

Avoidance: Read reviews, request 
references, and contact previous clients for 
feedback.

Not Verifying Vendor Qualifications and Licenses:

Mistake: Assuming all vendors are qualified 
and licensed.

Avoidance: Verify credentials and licenses 
to ensure professionalism and compliance.

Overlooking the Importance of Contracts:

Mistake: Not having a detailed written 
contract with vendors.

Avoidance: Draft contracts specifying 
services, deliverables, payment terms, and 
cancellation policies.

Not Setting a Clear Budget:

Mistake: Failing to establish a budget for 
each vendor category.

Avoidance: Determine budget limits for 
each vendor and stick to them.

Rushing Vendor Selection:

Mistake: Making impulsive decisions 
without comparing options.

Avoidance: Take time to research and 
interview multiple vendors before making a 
choice.

Ignoring Vendor Communication and Responsiveness:

Mistake: Hiring vendors who are 
unresponsive or lack effective 
communication.

Avoidance: Evaluate vendor 
communication skills and response times 
during the hiring process.

Not Asking About Backup Plans:

Mistake: Neglecting to inquire about 
vendors' contingency plans for unexpected 
situations.

Avoidance: Ensure vendors have backup 
plans in case of emergencies.

Choosing Vendors Solely Based on Price:

Mistake: Opting for the cheapest vendors 
without considering quality.

Avoidance: Balance cost considerations 
with vendor expertise and reputation.

Hiring Vendors Without a Trial or Sample:

Mistake: Engaging vendors without 
experiencing their work firsthand.

Avoidance: Request samples, demos, or 
trials to assess the vendor's capabilities.



TOP MISTAKES TO AVOID WHEN 
HIRING VENDORS FOR YOUR EVENT

Not Clarifying Set-Up and Breakdown Procedures:

Mistake: Failing to discuss the logistics of 
vendor set-up and teardown.

Avoidance: Establish a clear schedule and 
logistics plan with vendors.

Skipping Insurance Verification:

Mistake: Not ensuring that vendors have 
liability insurance.

Avoidance: Confirm that vendors have 
adequate insurance coverage.

Neglecting to Discuss Event Constraints:

Mistake: Not informing vendors about 
venue restrictions or special event 
conditions.

Avoidance: Share venue details and 
restrictions with vendors in advance.

Missing Delivery and Payment Deadlines:

Mistake: Not adhering to agreed-upon 
delivery and payment schedules.

Avoidance: Keep track of deadlines and 
meet your financial commitments.

Lack of Flexibility and Adaptability:

Mistake: Being inflexible when unexpected 
changes occur.

Avoidance: Work with vendors who can 
adapt to unforeseen circumstances.

Not Reviewing Vendor Insurance Policies:

Mistake: Assuming that vendors have 
adequate insurance coverage.

Avoidance: Review vendor insurance 
policies to ensure they cover potential event 
risks.

Ignoring Red Flags:

Mistake: Dismissing warning signs like poor 
communication or missed appointments.

Avoidance: Trust your instincts and 
investigate further if you encounter red 
flags.

EVENT PLANNING BUDGET 

https://docs.google.com/spreadsheets/d/1r4Z6wRMXxiRH3acrMRaNb4YYjXRO26YTGnv8WeGcDYM/edit?usp=sharing
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