Corporate Event Planning Checklist for Large Conferences

Organizing a large conference requires a detailed corporate event planning checklist to ensure all aspects-from venue selection to attendee
management-are efficiently handled. This comprehensive guide helps streamline logistics, coordinate vendors, and manage schedules to deliver a
successful event. Proper planning minimizes risks and maximizes engagement for corporate attendees.

ChecKklist

1. Define Event Objectives and Goals
o Identify the conference purpose and outcomes
o Set measurable objectives
2. Establish a Budget
o Estimate expenses: venue, catering, technology, marketing, etc.
o Allocate finds and track spending
3. Form an Event Team
o Assignroles (logistics, registration, marketing, etc.)
o Set timelines and responsibilities
4. Select and Book Venue
o Research venues suitable for large audiences
o Negotiate contracts and confirm booking
5. Develop Conference Agenda
o Coordnate with keynote speakers and session leaders
o Schedule workshops, networking events, and breaks
6. Coordinate Vendors and Suppliers
o Arrange catering, audio-visual, exhibition stands, and decorations
o Obtain necessary permits and insurance
7. Plan Registration and Attendee Management
o Set up online registration system
o Prepare badges, materials, and signage
8. Promote the Event
o Create a marketing plan (email, social media, PR)
o Send ivitations and reminders
9. Onsite Logistics
o Set up registration desk and information points
o Ensure Wi-Fiand technical support
10. Post-Event Actions
o Send thank you notes and feedback surveys
o Evaluate event against goals and gather lessons learned
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