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Event badges are more than just means of identification. They’re 
the first brand impression, the ticket to every touchpoint, and the 
fastest way for two strangers to become connections. A 
well-designed badge keeps queues flowing, makes networking 
effortless, and gives your event a professional polish people 
remember.

This checklist helps you take control of every step so your badges 
don’t just look great… they perform great.



Strong badge design improves recognition and networking. 
Attendees should be able to read names, roles, and access 
levels instantly, without hesitation or guesswork.

Badge Design

Finalize event logo, brand colors, and typeface.

Define badge size and material (butterfly, 
non-peel, large peel, PVC, etc.).

Create layout templates for name, company, role, 
QR/barcode, and branding.

Choose color coding or icons for badge types 
(attendee, speaker, sponsor, staff).

Include space for on-site printed info (late 
registrations, replacements).

Check readability from a networking distance.

Approve final artwork and export print-ready files 
(PDF/X-1a).
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Accurate data ensures every badge matches the right 
attendee and the right permissions. Clean records directly 
translate to faster check-ins and fewer issues onsite.

Data Preparation

Deduplicate and validate registration data.

Assign badge types and access levels per 
attendee.

Ensure every ID/QR/barcode links correctly in the 
registration system.

Run a test merge before show day.

Keep multiple secure backups of attendee data.
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Printing Setup

Confirm badge stock type and quantities 
(add a 10% safety buffer).

Check printer compatibility with chosen material.

Calibrate for alignment and accurate color 
output.

Approve test prints under real lighting conditions.

Organize printed badges by category or 
alphabetical order.

Reliable printing means badges look professional and scan 
properly. Proper calibration and testing protect you from 
avoidable reprints, jams, and downtime.
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Lanyards

A well-selected lanyard keeps badges facing forward and 
visible. It maintains brand presence throughout the venue 
and supports quick visual ID in fast-moving environments.

Choose lanyard type (branded, unbranded, 
eco-friendly).

Confirm clip style matches badge orientation.

Add 5–10% extra stock for last-minute 
registrations.

Double-check logo direction (nobody wants 
upside-down branding!).
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Onsite Setup

Efficient badging kiosks reduce congestion and wait times. 
Smart placement of hardware, staff, and signage keeps 
check-in moving at peak capacity.

Map out registration desks and queue 
management.

Assign enough printers and staff per expected 
traffic.

Ensure reliable network connectivity at every 
station.

Test printing from all devices before doors open.

Train teams on search-and-print tools + basic 
troubleshooting.

Keep spares and consumables ready to swap fast.
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Distribution

If you’re going for pre-printed badges, then how you hand out 
badges matters. Clear organization and lane logic help 
attendees move through registration quickly, even during 
high-traffic surges.

Arrange pre-printed badges intuitively  (by 
type or alphabet)

Add fast-lanes for pre-registered attendees.

Separate walk-ins to prevent clogging the main 
flow.

Track badge pick-ups in real time.

Set a clear reprint and replacement process.
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Post-Event

Badging data offers operational insight. Reviewing print logs, 
reprints, and usage helps refine production numbers and 
improve future workflows.

Collect unused badges and lanyards for recycling 
or reuse.

Export attendance + print logs for reporting.

Review reprint counts and error logs.

Document lessons learned for next event.

Save badge design + workflows for quick reuse.
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Badges may seem simple, but they carry a lot of responsibility. 
They control access, guide traffic, support security, and help 
every attendee confidently connect with the right people. When 
design, data, printing, and onsite logistics align, badges become 
a friction-free part of the experience, not a bottleneck. 

Use this checklist as your foundation to deliver fast, accurate, 
and professional badging at every event. And as your scale and 
complexity grow, you’ll already have a proven system in place 
that keeps things running smoothly from the moment doors 
open.

—our in-depth resource repository for all things events!

For more helpful guides and tips, check out fielddrive Onsite Academy

www.fielddrive.com
marketing@fielddrive.com +32 3 860 16 90

SCAN THE QR CODE
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