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Introduction

The true reward of throwing a successful event? The positive 
feedback and buzz it generates within the organization. But a 
successful event requires strategic planning and a keen attention 
to detail. With more than 18 million events and meetings organized 
in the U.S. every year, the events industry contributes more than 
$115 billion annually to the economy—that is more than air transit, 
the film or music industries, and spectator sports. With so many 
stakeholders and so many moving pieces, it’s easy to feel like you 
don’t know where to start. 

This kit is the answer to your event planning needs. It will walk 
you through the event from start to finish to make sure you have 
realistic and measurable goals, fun programming, and memorable 
activities, and that even the smallest logistical details don’t fall 
through the cracks.

“This kit is the answer to your event 
planning needs.”

http://mpiweb.org/


Before the Event

01 BEFORE THE EVENT
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Even the most experienced event planners can feel overwhelmed 
in the planning stages of an event. From concept and budget 
to vendor communications and marketing, knowing the 
right questions to ask will make all of the moving parts more 
manageable. Which is why it’s important to host a kick-off meeting 
that involves all your stakeholders and gives everyone a chance 
to get on the same page in terms of event goals and objectives. 
Based on the decisions made in that meeting, you will be able to 
go forward and make decisions with confidence. 

Depending on the size, location, and agenda of the event, event 
planners can spend anywhere from five weeks to more than two 
years planning an event. You should also consider that popular 
event venues book fast (even years in advance!). It’s amazing what 
a  month-by-month schedule can do to relieve stress and anxiety 
for even the most seasoned event planners.

Before the Event

Don’t drop a single ball 
A comprehensive corporate event planning 
checklist will help you juggle all of the 
people, places, and things so nothing falls 
through the cracks. 

Get the Template

https://blog.eventgrid.com/event-industry-outlook-2016-c2b3f7ce55fe
https://www.eaglesflight.com/corporate-events/blog/a-month-by-month-guide-to-corporate-event-planning
https://www.eaglesflight.com/corporate-events/blog/the-only-free-template-youll-need-for-planning-corporate-events
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Before the Event

The bottom line will always be at the top of the list for event 
planning. The best approach is to focus on achieving the event’s 
outcome from a budget perspective by ensuring the experience 
is fun and engaging for attendees and measurable for the 
organization. Manage your budget by considering how everything 
impacts your event’s goals. When you prioritize things such as 
impactful sessions and activities that will significantly help you 
achieve your goals, you’ll be better able to allocate things such as 
entertainment and amenities, which are more flexible spends.

Budget

https://www.eaglesflight.com/corporate-events/blog/corporate-event-planning-on-a-tight-budget
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Before the Event

Although it might be nice to have high-tech features such as 
interactive display walls or kiosks, these might be things you add 
to a “wish list” if the budget allows after the must-have items are 
locked in place. Once you’ve built a budget framework, you should 
be able to easily scale it up or down depending on your event size 
and needs.

Three Things Even The Pros Do

1. Use spreadsheets to track everything 
that costs money. 

2. Reach out to vendors for accurate 
quotes. 

3. Craft a realistic budget by adding in a 
15 percent buffer for the unexpected.

“Manage your budget by considering 
how everything impacts your event’s 
goals.”
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Before the Event

Budget Considerations

From maximizing what your venue has to offer to making sure 
you’ve budgeted for skyrocketing Wi-Fi prices, asking the right 
questions will be essential to your success. So, what are the right 
questions? Below, you’ll find some to get you started.

Travel
Do you need a hotel block for attendees? 
Transportation for event organizers or 
presenters? Do you need to organize a car 
service such as Lyft or Uber for your event 
attendees?

Food and Drinks
How many vendors do you need? Are 
there any dietary considerations you 
need to account for? Are there costs for 
bartending? Do you need a liquor license?

A/V
What is absolutely necessary and what 
would be “nice to have”? What hidden costs 
are associated with A/V rentals? If your 
event is happening in multiple rooms, what 
A/V equipment is needed in each?
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Before the Event

The Venue
Does the venue offer accommodations 
for your attendees? What’s included in the 
venue rental—tables and chairs, stage, 
etc.? What do the public spaces look like 
and what can you do with them? Are there 
any hidden costs for damages or other 
unforeseen circumstances?

Cater to your budget: 
If you’re worried about how much food and 
drink you’ll need for your event, plan with 
accuracy using a catering calculator. 

Marketing
What kind of marketing do you need to do 
before and during the event? What will be 
needed for event follow-up?

http://www.sternopro.com/training-center/express-catering/getting-starte
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Before the Event

Video Production and Photography
How much will it cost to hire an on-demand 
team to capture candid photos and events 
on the day of the event? How much will it 
cost to have a stationary crew recording 
sessions or speakers?

Know what to expect 
Wi-Fi costs for events have skyrocketed in 
recent years, but event attendees expect to 
have internet access—and they expect it to 
be fast and reliable. It’s important to know 
what to expect so you don’t come in over 
budget. 

Wi-Fi
How much will it cost to set up reliable Wi-
Fi throughout the venue? Do all rooms and 
public spaces need Wi-Fi for the event? 
How much will it cost to have technical 
support on site for the event?
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Theme the Event

When you effectively theme your event, participants are far more 
likely to be drawn into the experience you’ve created for them 
and the activities planned. How do you do this? By creating an 
engaging storyline that unfolds throughout the event. When the 
theme is evident in every aspect of the experience, everyone 
will feel fully immersed and engaged. Here are some ways to 
effectively theme your event:

• Tie the theme into all pre-conference communications.

• Encourage attendees—especially the C-suite and other 
members of leadership—to dress according to the theme. 

• Ensure that the decor and dining options reflect the theme, if 
possible. 

• Weave the theme throughout all event sessions or activities and 
collateral, from signage to attendee name tags.

• Tie the theme into the event follow-up to reinforce key 
takeaways and action items.

https://www.eaglesflight.com/corporate-events/blog/a-foolproof-method-for-creating-iconic-corporate-meeting-themes
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Theme the Event

Get creative for maximum impact 
Let’s say the goal of your event is fostering teamwork and 
communication across the company, and you’ve decided 
to use science as your theme and plan to incorporate the 
genius of Rube Goldberg throughout the event. The Rube 
Goldberg machine accomplishes a simple task through 
the use of a lengthy chain reaction or domino effect, 
which can be a conversation-starting analogy for how 
many feel about the workplace. You could use a Rube 
Goldberg contraption to serve up coffee or cocktails, use 
it as your main entertainment ending with a grand display 
in the closing ceremonies, or turn the device into a team-
building challenge with incentives for successful machines. 
Regardless of your goals or theme, the key is to get them 
set in stone and then bring them to life in whatever creative 
ways you can imagine! 

Check Out These Ideas for Iconic Meeting Themes

https://www.eaglesflight.com/corporate-events/blog/a-foolproof-method-for-creating-iconic-corporate-meeting-themes


Eagle’s Flight™    Event Planner Kit 13

Partners and Vendors

Having the right partners and vendors is crucial. It’s well known that 
event attendees remember the food, the venue, the decorations, 
and the entertainment the most, so those elements will inevitably 
shape their feedback and memory of the event. Dianne Devitt, a 
creative consultant, event producer, speaker, and author, writes 
that “when you have a true meeting design that incorporates a 
complete sensory experience, then you actually create lasting 
impact and memories.” According to Devitt, people remember 
only 15% of what they hear, but when all the senses are engaged, 
it increases to an impressive 85% recall. Our brains are wired to 
catalog emotional moments, so secure the right vendors to ensure 
every component of your event is memorable.

“According to Devitt, people 
remember only 15% of what they hear, 
but when all the senses are engaged, 
it increases to an impressive 85% 
recall.”
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Partners and Vendors

Tips For Picking the Right Event Partners

Choose complementary partners.
Successful event planners surround 
themselves with partners who have the 
skills and talents to deliver on budget and 
on time. Ask for references or examples of 
their past work to ensure they will be able 
to achieve your vision.

Pick partners that see what you see.
Choosing partners that understand and 
embrace your vision, goals, and objectives 
will keep everyone on the same page for a 
successful event.
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Partners and Vendors

Get aligned.
If you opt for a partner who fits the budget 
but with whom you don’t see eye-to-eye 
with, it could have severe consequences. As 
often as possible, choose a partner you can 
easily work with throughout the process.

Craft a detailed pitch.
Be as specific as possible about what you 
need and expect from the partner, and 
keep it documented. This will ensure that 
everyone has a clear understanding of the 
event and will help you avoid unwanted 
surprises.

At the end of the day, it’s important to cultivate strong 
partnerships. Establishing strong lines of communication and 
being clear about goals and expectations will create a strong 
working relationship and help ensure that your event partners are 
eager and willing to work with you for future events.
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Agenda

Once you have the budget under control and have secured the 
best vendors for your needs, it’s time to tackle the agenda. This is 
the part of event planning that is a bit of a balancing act; you must 
build an agenda that not only achieves your goals, but is highly 
engaging and relevant for your attendees. 

While it might seem crazy, an agenda that comprises back-to-
back speakers isn’t all that engaging for attendees and feels 
outdated. An event is a chance for attendees to get away from 
their day-to-day lives, which is why so many people will be looking 
forward to an event that is fun, exciting, and different from what 
they’re used to back at work.
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Agenda

So, how can you make this a reality? To achieve your objectives 
and keep everyone tuned in, look into incorporating hands-
on, experiential activities into your agenda. Unlike traditional 
presentations or lectures, experiential activities can lead to 
retention rates as high as 90%. Moreover, experiential activities 
fit the needs of a wide spectrum of participants, regardless of 
cultural background, generational differences, or seniority in 
the organization. These fun, practical sessions mimic real-world 
challenges, so your attendees learn by doing—not just listening, 
reading, or watching.

Here are some questions to ask yourself as you begin to plan your 
agenda:

• What are the goals and desired outcomes for the event? 

• How can the activities or sessions support the event’s goals?

• What’s been a hit in the past? What’s flopped in the past that 
should not be planned again? 

• What are other people using in their event agendas? Are there 
any trends to capitalize on? 

• Who is my audience? Everything from learning styles, 
generations, culture, jobs and roles, and so on can influence 
your agenda. 
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Agenda

• What are the key takeaways for event attendees?

• How will you measure the success of each session or activity, as 
well as the event as a whole?

Experiences are having a moment 
When you make your event an undeniable 
experience, people are far more likely 
to retain what you’ve presented, have 
favorable memories, and look forward 
to attending another event in the future. 
Check out three reasons why experiences 
are in right now. 

“While it might seem crazy, an 
agenda that comprises back-to-
back speakers isn’t all that engaging 
for attendees and feels outdated.”

https://www.smartmeetings.com/meeting-planning/105277/undeniable-experiences-steal-spotlight
https://www.smartmeetings.com/meeting-planning/105277/undeniable-experiences-steal-spotlight
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Generate Excitement 
with Event Marketing

Leading up to the event, it will be important to focus on planting 
seeds for participants. Let them in on how attending will impact 
them and be worthwhile time away from the office. And for 
leaders? Outline outcomes and expectations of the event and 
show how your goals are measurable. At a time when 75% of 
employers rank stress as their top health and productivity concern 
and 61% percent of employees report being burned out, this is a 
prime opportunity to inform your attendees about what’s in it for 
them. Without giving too much away, you can get them excited 
with hints about what you have planned, what they’ll learn, what’s 
new, and so on. Whether we recognize it or not, a big part of event 
planning is securing buy-in from your attendees so they will come 
to the event with an open mind, prepared for whatever you have 
in store.

Marketing your event is the best way to get buy-in. Here are 
several things to do if you want your event marketing to generate 
excitement.

https://www.willistowerswatson.com/en/press/2016/06/75-percent-of-us-employers-say-stress-is-top-health-concern
https://www.willistowerswatson.com/en/press/2016/06/75-percent-of-us-employers-say-stress-is-top-health-concern
http://press.careerbuilder.com/2017-05-23-Do-American-Workers-Need-a-Vacation-New-CareerBuilder-Data-Shows-Majority-Are-Burned-Out-at-Work-While-Some-Are-Highly-Stressed-or-Both


Eagle’s Flight™    Event Planner Kit 20

Generate Excitement with Event Marketing

Marketing Checklist

Establish a timeline for building excitement leading up to 
the event.

Make a plan for weaving the theme into all 
communications and decor.

Create and share event hashtags for use on social media 
and any internal company networks before and during 
the event.

Set up all communications to offer a realistic peek at 
what attendees can expect during the event.

Build anticipation through teasers—but don’t give away 
all of the surprises!

Sell it! 
With a long list of competing priorities and 
only so much time in the day, you need your 
attendees to feel like this is THE event and 
not one to miss. Thoughtful event marketing 
can only support all the work you have put 
in to making it great for attendees!

https://www.eventbrite.com/blog/how-to-sell-out-your-event-in-10-minutes-ds00/
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Social Media Tips

Using corporate social media accounts to post about your internal 
event and encouraging your vendors, sponsors, and employees 
to do the same is a powerful marketing tool. Not only does it build 
brand awareness, but it is also a great tool for building culture 
and recruitment. How? When the public sees pictures, video, and 
posts about a great event, it sends all kinds of positive signals: the 
company cares about their employees, they know how to have a 
great time together, and so on.

Number of smartphone users 
who are using their devices at 
social gatherings and events 
(source: Event MB).

60%

http://www.eventmanagerblog.com/event-app-bible/?utm_source=EMblog&utm_medium=Post%20announcement&utm_campaign=Post%20Announcement
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Social Media Tips

Here are some pro tips for integrating a successful social media 
plan for your event:

• Decide on an event hashtag for use on Instagram, Twitter, and 
any other company-approved social networks and internal 
networks.

• When posting about the event on corporate social channels 
such as LinkedIn and Facebook, be sure to tag or mention any 
speakers, sponsors, or vendors. (Note: Make sure you have 
permission to highlight any speakers, vendors, or sponsors prior 
to posting.)

• Assign a dedicated person to manage social media during the 
event.

• Post photos, live video, and video stories to channels during the 
event and encourage attendees to do the same for the chance 
to be reposted. 

• After the event, poll attendees and share images of the event to 
get quick feedback and continue the momentum. 

• Share recap videos and pictures with the marketing team to 
post via social media as a window into corporate engagement 
and employee satisfaction.
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Social Media Tips

Think it through 
While the benefits of social media are amazing, always 
decide if it suits the event you are planning. If the event is 
dealing with more serious matters—say internal company 
changes—it might be best to limit social media. Our 
recommendation: always weigh the pros and cons and get 
a second opinion from fellow stakeholders if necessary. 

The bonus of going social 
Post pictures, videos, and even quotes from participants 
throughout the event from corporate accounts and 
encourage participants to post, too. This promotes 
transparency and gives people an honest look at what the 
organization is about. 

https://www.entrepreneur.com/article/295739
https://www.entrepreneur.com/article/295739
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Logistics

Next up? The most cumbersome part of planning any event—big 
or small—is nailing down the nitty gritty: logistics. This is where a 
checklist will be your best friend. At this stage of the game, all the 
pieces of your event are in motion and it will all be about the little 
details, which can pile up quickly. Make sure to track everything so 
you know what it is outstanding.

There’s an app for that 
Having an app for your event allows 
participants to easily navigate all of the 
proceedings with an event calendar, map, 
social sharing options, and more. App-
powered events generate 42% more social 
media impressions, as well as real statistics 
that allow you to see how attendees are 
engaging with event content. Keep in mind 
that apps can become a significant budget 
and time consideration, so always plan 
accordingly.

https://melvilleges.wordpress.com/2015/01/19/stats-stats-and-more-stats-on-event-apps/
https://pathable.com/uncategorized/7-reasons-use-great-event-app/
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Logistics

Check out this high-level logistics checklist we’ve put together 
below to get you started!

Logistics Checklist

Technology: Make sure all tech stakeholders have what 
they need so that day-of activities run smoothly across 
A/V, any live social media feeds, Wi-Fi, and event apps.

Vendors: Make sure you’ve booked necessary food and 
beverage vendors and organized all the required licenses 
and space needs.

Programs/sessions: Double-check that you have the 
appropriate amount of space for all programs and 
sessions and be sure A/V is properly set up.

Entertainment/music: Ensure you have scheduled any 
necessary entertainment and that you have the space 
needed for any special performances.

“At this stage of the game, all the 
pieces of your event are in motion 
and it will all be about the little details, 
which can pile up quickly.”
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Logistics

Registration: Plan for the resources and space necessary 
for registration and make sure registration is easily found 
and accessible for attendees.

Travel/accommodations: Make sure any flights and 
accommodations for event staff, speakers, attendees, 
and others have been booked.

Marketing: Hire the necessary video and photography 
personnel and have a dedicated social media staffer or 
team for the duration of the event.

Security: Ensure an event security team has been booked, 
or, if using the venue’s security, make sure they are 
comfortable working with your event staff and that they 
understand the organization’s needs.

https://www.eaglesflight.com/corporate-events/blog/questions-event-planners-should-ask-when-evaluating-corporate-event-security
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Logistics

Know your speakers’ needs 
Wrangling speakers and presenters can be one of the 
hardest tasks for event planners. These uniquely qualified 
individuals often have many needs that must be met 
before and during the event. Whether a presenter needs 
clarification on their commitments to post on social media 
after the event or they want to ensure they have the right 
A/V equipment, make sure you have everything squared 
away early. Also, make sure you didn’t miss any hidden 
fees in their contract for social posting, autographs, or Q&A 
sessions. 

For internal presenters, help ensure their speeches are 
written and that they have the skills to deliver an impactful 
message. You might consider offering public speaking 
training to the C-suite and other interested speakers. 
Locking in your presenters’ needs a few weeks prior to the 
event will ensure there won’t be any surprises.

Here Are Four Criteria to Consider When Hiring Event Speakers

https://www.eaglesflight.com/corporate-events/blog/4-criteria-to-consider-when-hiring-event-speakers


02 DURING THE EVENT
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During the Event

After months of planning, everything is about to happen in the 
blink of an eye. Although all that work will culminate in a day that 
is there and gone, the results and impact of the event will live on 
long after the doors close (at least, that’s the plan!). Which is why 
ensuring the day of goes as smoothly as possible is essential. It’s 
not out of the ordinary for event planners to be pulled in every 
direction during the event, with everything needing attention at 
that moment. So, let’s make that a bit less of a surprise by outlining 
a few things you will need to get in order to ensure the day of your 
event runs as smoothly as you have planned for it to.

“Although all that work will culminate 
in a day that is there and gone, the 
results and impact of the event will 
live on long after the doors close.”
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Staffing

First off, ensure you’ve hired enough staff to cover every job and 
role. The last thing you want is to be short-staffed. Second, ensure 
you have everyone in the right role, from a designated social 
person to post and engage with people online, to people helping 
with parking and finding the event, to hands and bodies who will 
help take everything down at the end of the day. Having a list or 
a board of everyone’s roles will help make sure everyone knows 
where they need to be and when.

You don’t have to do it all alone 
While you don’t have to do it all alone, you 
are responsible for ensuring the people 
you put in certain roles can do the job 
well. These are people your attendees are 
interacting with throughout their time at 
the event, which means they can sway 
the attendee from a great experience to a 
terrible one!
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Accessibility

Whether someone can’t find a breakout room, needs to know how 
to get to the venue, or is curious what time lunch is served, having 
someone at the ready to answer questions will allow participants 
to enjoy the event and not stress about missing something or 
getting lost. You can also do this with help that does not require a 
person! Here are just a few ideas of ways you can make your event 
completely accessible for every attendee:

• Post signs along the route into the venue. 

• Have an agenda for the day in a common space so people 
aren’t repeatedly asking you or other staff.

• If you’re using an app, have a messaging feature that allows 
people to send a designated person questions from anywhere. 

• If you’re using online registration, have someone there to help 
troubleshoot. Even the best technology can result in a hiccup 
here and there, and this is not where you want to negatively 
impact the attendee experience.

• Always have snacks, coffee, and water in a common space 
available for attendees who might need a quick bite to pick up 
their energy before lunch. This is an easy way to make the entire 
event experience better for everyone.
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Contingency and 
Emergency Plans

No one wants to think of something going wrong, but things 
happen every day at even the most meticulously planned 
events. Once everything is planned and you’re feeling confident, 
always ask yourself what could go wrong. This might seem like 
catastrophizing before the event is even live, but asking this big 
question allows you to create contingency plans for every possible 
scenario. Having a plan in place means that if a speaker doesn’t 
show up or a vendor has an emergency and can’t supply lunch, 
you’ll have backup options to make sure your participants have 
no clue what is going on behind the scenes—they’ll just see a 
successful, engaging event.
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Contingency and Emergency Plans

Furthermore, a best practice is to brief your team on these plans so 
if anything does happen, they can quickly spring into action. Here 
are just a few situations that you may want to seriously consider 
planning for:

• Inclement weather or significant weather event

• Traffic or travel delays 

• Vendor does not show up or does not come through 

• Event technology does not work as planned (and as tested!)

“Once everything is planned and 
you’re feeling confident, always ask 
yourself what could go wrong?”



03 AFTER THE EVENT
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After the Event

Now that the event has come and gone and you can breathe, it’s 
time to do a robust post-event follow-up. In the planning stages, 
you should have created a plan for measuring success, both 
for the individual sessions and programs and for the event as 
a whole. Now it’s time to send out surveys and poll attendees to 
see if you met—or exceeded—your attendees’ and stakeholders’ 
expectations and achieved your goal.

In addition to making sure participants enjoyed the event, it’s vital 
to ensure that they successfully retained the right information from 
the event. Have they taken what they learned back to the office? 
Are they applying the skills they obtained to create a better, more 
productive work environment?
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After the Event

There are plenty of powerful ways to assess and reinforce 
retention, including:

• Follow-up videos from leadership

• Key learning cards 

• Surveys and quizzes

• Swag branded with the event message

• Mini experiential learning sessions at the office

Drive post-event ROI and impact 
It’s important to the event’s success that 
your role as an event planner goes beyond 
the day of the event! By planning ways 
to maximize the impact the event had 
through gamification, event advocates, and 
more, you’ll only increase your success.
Check out 3 Ways to Drive Post-Event ROI 
and Impact For the Full Story

https://www.meetingstoday.com/magazines/article-details/articleid/32098/title/3-ways-to-drive-post-event-roi-and-impact
https://www.meetingstoday.com/magazines/article-details/articleid/32098/title/3-ways-to-drive-post-event-roi-and-impact
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After the Event

Even if participants absorbed everything they needed to from the 
event, it’s important to hear what they thought about the whole 
thing. Did they like the venue? What did they think of the theme? 
What would they change? Testimonials are a powerful way to 
gauge what people thought of the event—not to mention they 
offer a measure of success. Testimonials are also great for use 
on promotional materials for future events and for the corporate 
website. After the event, posting images, video summaries, and 
a big “thank you” is a great way to urge participants to provide 
feedback and share their own content and experiences. 

Also, make sure to network with new and returning vendors and 
sponsors on social media and via email to keep the relationship 
alive for future event needs. It’s also a great time to thank them 
and get feedback about whether they thought the event and 
partnership worked—or didn’t. 

“Even if participants absorbed 
everything they needed to from the 
event, it’s important to hear what 
they thought about the whole thing.”



04 SUMMARY
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Summary

Events are challenging, time-consuming, fun, and engaging for 
even the most seasoned event planners! The key is to take the 
necessary time to meticulously plan everything before the event 
happens, as it happens, and afterwards as well. As the event 
planner, you are responsible for bringing the message to life and 
making the goal or objective a reality. If all goes according to your 
plan, attendees should walk away engaged, informed, and thrilled 
to have spent their time with you. It’s doable; you just need to plan. 

Which is why we created this kit full of resources, ideas, and 
checklists! We hope it has given you plenty to think about and 
consider for your next event. With the right planning in place, your 
event goals will align with your budget and your agenda to ensure 
participants have a fun time, but also walk away with the practical 
skills to succeed in the workplace. If you have any questions or 
need support planning your next event, let us know! We’re always 
up for a challenge.
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CONNECT WITH THE EAGLE’S FLIGHT TEAM

Leverage our decades of 
experience in delivering 
conference programs to 

make your corporate event 
unforgettable!

www.eaglesflight.com/corporate-events

1-519-767-1747

Toll-Free North America: 1-800-567-8079     International: +1-519-767-1747     www.eaglesflight.com
Asia Pacific: +65-6805-0668     Europe: +44-0-175-353-3010     South America: +55-11-3050-2210

https://www.eaglesflight.com/corporate-events/get-started?hsCtaTracking=03e25fc2-0bd7-4dc0-99ea-f8c1a7d6d2cd%7C1426b97c-6db3-4574-a4b6-7a7d92ca767e
https://www.instagram.com/eaglesflightevents
https://www.facebook.com/EaglesFlightCorporateEvents/
https://twitter.com/EFcorpevents

