Event Project Management Checklist for Corporate
Conferences

Effective event project management for corporate conferences requires a detailed checklist to ensure every aspect is meticulously planned and
executed. This includes tasks such as venue selection, speaker coordination, and attendee engagement strategies. Utilizing a comprehensive
checklist helps streamline processes and guarantee a successful corporate event.

Corporate Conference Event Checklist

1. Pre-Planning
o Define event objectives and goals
o Determine event date and timeline
o Set event budget
o Assemble event project team
2. Venue Selection
o Research potential venues
Visit and evaluate venues
Confirm venue availability and capacity
Negotiate and sign contract
Arrange necessary permits and insurance
3. Speaker & Program Coordination
o Identify and invite keynote speakers and panelists
o Draft agenda and schedule sessions
o Confirm speaker requirements (AV, travel, etc.)
o QGather speaker bios and presentation materials
4. Attendee Management
o Launch event registration
o Track attendee sign-ups and confirmations
o Communicate event information and updates
o Prepare attendee welcome kits or badges
5. Logistics & Operations
o Arrange catering and menu selection
o Setup AV equipment and technical support
o Organize transportation and accommodations (if needed)
o Coordinate event signage and branding
6. Marketing & Communication
o Develop and execute marketing plan
o Create event website/landing page
o Utilize email and social media campaigns
o FEngage event partners and sponsors
7. On-site Management
o Briefstaff and volunteers
o Set up registration desk and information point
o Monitor event flow and troubleshoot issues
Collect attendee feedback onsite
8. Post-Event Activities
o Send thank you notes to speakers and attendees
Distribute event survey and gather feedback
Analyze event success against objectives
Prepare final budget report
Archive event documents and resources
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