Small Corporate Event Checklist

	Action
	Status
	Date

	1.
	Choose the event type
	· 
	

	2.
	Set goals and objectives
	· 
	

	3.
	Determine the expected attendance
	· 
	

	4.
	Set the date
	· 
	

	5.
	Choose the location
	· 
	

	6.
	Estimate costs
	· 
	

	7.
	Set the budget
	· 
	

	8.
	Book the venue (if needed)
	· 
	

	9.
	Plan the event theme and format
	· 
	

	10.
	Secure speakers or lecturers
	· 
	

	11.
	Prepare promotional materials
	· 
	

	12.
	Organize decorations
	· 
	

	13.
	Choose a catering service
	· 
	

	14.
	Send invitations and request RSVPs
	· 
	

	15.
	Promote the event on your website and social media (if it is not an internal event with your employees only)
	· 
	

	16.
	Double-check the audio and video equipment and the Wi-Fi connection at the venue
	· 
	

	17.
	Send follow-up emails to attendees and ask for their feedback
	· 
	



