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Planning an event, whether a corporate summit, exhibition, or 
incentive meeting, requires precision, coordination, and 
foresight. Between managing vendors, handling logistics, and 
delivering exceptional attendee experiences, even seasoned 
organizers can miss a detail or two.

This checklist serves as your complete operational blueprint, 
guiding you through every phase of the event lifecycle from early 
planning to final follow-up. Use it as both a preparation tool and 
an onsite companion to ensure nothing slips through the cracks 
and every guest leaves impressed.



The foundation of a successful event is built long before the 
doors open. This stage focuses on securing the essentials 
such as the venue, permits, vendors, and accommodations so 
your event begins on solid ground. The goal is to prepare 
thoroughly and avoid last-minute chaos.

Confirm venue and date

Obtain all necessary permits and permissions

Finalize contracts with vendors and suppliers

Arrange transportation and transfer for 
attendees

Book accommodations for guests, staff, and VIPs.

Arrange AV equipment, lighting, and technical 
setup
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Pre-Event



Even the best-planned event will not succeed without 
awareness. This phase is about creating visibility, excitement, 
and clarity for potential attendees. A strong marketing push 
ensures your audience understands why the event matters and 
why they should be part of it.

Launch a comprehensive marketing campaign 
across relevant channels

Design and distribute promotional materials, 
both digital and print

Schedule and automate social media posts in 
advance

Set up a seamless online registration and 
ticketing system
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Event Marketing



Design and order branded signage and 
directional displays

Confirm catering menu, timing, and dietary 
requirements

Conduct staff and volunteer briefings for all 
responsibilities

Arrange on-site security and emergency response 
protocols

Behind every great event lies flawless execution. Logistics is 
where planning meets practice, bringing together catering, 
signage, security, and staff coordination to create a smooth 
operational flow.
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Logistics



Day of Event

This is when all the preparation pays off. From fast check-ins to 
confident speakers, this phase ensures that the attendee 
experience runs without friction, confusion, or delay.

Prepare and staff the registration or check-in 
desk

Verify that all setups, seating, and staging are 
complete

Brief speakers and finalize their presentation 
schedules

Conduct sound, lighting, and equipment checks

Set up information and help desks for attendee 
support
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During Event

Execution requires flexibility and focus. This phase centers on 
real-time management, maintaining schedule discipline, 
encouraging engagement, and solving any issues quickly and 
quietly.
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Ensure all sessions and panels start and end on 
time

Track attendee engagement and gather live 
feedback

Troubleshoot technical or logistical problems 
immediately



Post-Event

The event may be finished, but the follow-through is what 
defines long-term success. This phase is about reflection, 
reporting, and relationship management.

Collect structured feedback from attendees, 
speakers, and staff.

Dismantle and remove all event equipment and 
installations

Process final payments to vendors and suppliers

Compile a detailed event report with attendance 
data and ROI insights

Send personalized thank-you notes or follow-up 
messages to participants
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Post-Event

A successful event is built on preparation, coordination, and 
consistent improvement. Every task you complete strengthens 
your ability to deliver experiences that are smooth, impactful, 
and memorable.

Once the final guest has left and the reports are done, take time 
to reflect on what worked well and what could be refined for next 
time. Share lessons with your team, update this checklist based 
on real-world insights, and keep evolving your process.

Each event you plan is an opportunity to set a new standard for 
professionalism and precision. With this checklist as your 
foundation, you’ll approach every event not just as an organizer, 
but as an architect of experiences that leave a lasting impression
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—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
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