Marketing, PR & Promotion
A

SPECIAL EVENT

CHECKLIST
Elements, Components & Considerations 
For Planning & Staging a Special Event
by Lee Sinoff

Professional_Resources@att.net

(305) 905-5522

Just What IS
a Special Event?
As the words imply, a Special Event is, first and foremost, an event and, by definition, it should be special.  Let(s look at each of those two words separately for a moment.  

Of course there are many ways of defining (event( and many more types of events.  Within the context of Marketing, PR and Promotion, our working dictionary defines (event( as an occurrence, activity, affair, occasion, program, happening, gathering, etc., which ( by the very fact that it calls for advance planning, staging and, more than likely, assigned budget (as opposed to casual, out-of-pocket expenses) ( is significant enough to move beyond a commonplace event.   

As for types of events, several sub-categories easily come to mind, offered here for the sake of clarity.  More than a few specific types of Special Events are identified below, in the first section of the Special Event Checklist.  Event-type sub-categories include: Indoor / outdoor events,  entertainment events, sports & recreation events, family events, business & industry events, holiday events, weekend events, and on and on.

Attempting to compile a comprehensive list of Special Events could turn out to be quite an experience.  Even when that exercise is complete, regardless of how many different types of events you may have identified, someone is apt to walk up, scan your assembled ideas, think for a minute or two, and then suggest some additional ideas which, with little reflection, will seem so obvious that you may wonder why you didn(t think of them in the first place.

When thinking about what type of event you may want to plan and stage, there are many variables and considerations to take into account.  Those will be addressed later. 

The (Tool( & the Promotion

Should Match the (Mission(
Regardless of the type of event you do select, it will either be special or it won(t be special!  Within that context, the word (special( is defined as extraordinary, exceptional, distinguished, above & beyond the routine, different!
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And if your event is not special, then it may be described as (usual(, (familiar(, (routine(, (typical( and possibly even (boring(.  That will not only (jeopardize( the event(s success in terms of attendance and/or participation, it may also undermine the very reason for planning and staging the activity.

We(re not talking about how your friends are going to rate your last party ( we are talking about a potentially (powerful( Marketing, PR and Promotion tool which can have a very real place in your overall Marketing & Promotion program IF ( and that(s a major IF ( the event(s concept, program, planning, format, layout, (merchandising(, other accouterments, etc., are dynamic enough to attract attention in the (markets(, (publics( and (audiences( targeted, and to inspire those people to visit, attend, participate, join, whatever.

Of course, when a Special Event is both a genuine event and properly (structured( to be special, then we(re talking about a program that can have great Marketing, PR and Promotion impact, both in the immediate time-frame and in the long-term.  

A Work In Progress
For the record, the information presented in this checklist is not an attempt to create or suggest a comprehensive Special Event overview covering all possible events, programs, occasions or situations.  Nor is it intended as a detailed blueprint, for any Special Event, of all possible elements, components or considerations to incorporate in planning and staging the event.  

In fact, the outline below is anything but complete.  Rather, this information is offered as a (work-in-progress(.  

It can be expanded, strengthened, reduced, refined, improved, deleted, etc., as needed ( shaped by the hosting organization and specific circumstances at play whenever a Special Event is being considered.  This checklist, or any checklist for that matter, may help focus, direct and/or clarify your thinking and the planning function itself.  

Specific circumstances to take into consideration can include: 

!
The nature of the organization planning to host the event;

!
The organization(s overall goals & objectives;

!
Its individual Marketing, PR & Communications strategies;

!
The underlying reason for planning & staging the particular event; 

!
The (publics(, (audiences( and (markets( targeted; 

!
The budget assigned to the event; and 

!
The vision, input, ideas, suggestions and experience the Event Planner and/or the organization management bring to the task.

Special Event Planning Begins

with a Host of Possibilities
As far as we(re concerned, there are no specific Marketing, PR or Promotion programs included with this checklist.  What is offered are numerous ideas, concepts, suggestions, recommendations, choices, options and unlimited possibilities to keep in mind when thinking about planning and
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staging a special event.

Actually, this checklist is designed to be a handy list of elements, components and considerations ( any or all of which may be incorporated in creating, developing, expanding and/or refining the overall strategy underlying a Special Event and in shaping, targeting, planning and staging the event itself.  Taking that one step forward, we see planning and staging a Special Event as an open-ended exercise in (Detail & Headache Management(.

And any event truly worthy of being called (special( will indeed involve hundreds and possibly thousands of details and (unlimited opportunities( for major and minor headaches!

The only time the Event Planner or, in many cases, the Event Planning staff can relax (assuming the event went well) is after the event is over ( which, in many cases, can be a very short window. In fact, as an Event Planner who has been riding herd on numerous details and headaches for weeks and possibly months, don(t be surprised if the you (crash( immediately after the event, once the adrenaline stops flowing!

As far as relaxing after an event, some major-event Planners may take a week off (to clear the stress, strain and mental debris( before immediately launching into the planning and staging for the next year(s event.  

Regardless of the Industry,

Special Events Are All

(Show Business(
Special Events begin with a purpose, a strategy, an idea, a program, a theme and, often, a featured topic.  With that groundwork in place, the Special Event needs a (title( or name which has the ability to capture the attention and imagination of the people the event wants to attract.  

That title/name should clearly communicate the underlying premise of the event itself.  Some times, that may mean using a flamboyant name while, other times, it may mean using something more straight-forward and (instantly recognizable(.  The difference is often determined by the type of event being considered, by the purpose for staging that particular event, by the nature of the event(s (program(, by the host organization or by the targeted audiences.

A Special Event also needs to be fleshed out, not just identified with a (headline( title.  That is, the event needs a layout and a plan beyond the heading to attract an audience.  The plan should at least address if not resolve marketing & promotion; dates & timing; implementation; weather projections; parking & transportation; food & beverage considerations; set-up & clean-up; potential manpower & labor (issues(; etc.

The ideas presented in Italic type below, and further accented with quote marks, may have titles but they still need to have the full body of their event-program created, developed, filled in and refined.  And then the implementation (fun( begins.

In the sub-head above, we refer to Special Events as (Show Business( regardless of what industry the event is supporting.  That reference is there because every Special Event must:
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(1) capture the attention and (fancy( of the targeted audiences; (2) appeal to those individuals enough to inspire them to attend, participate, join, etc.; (3) engage those individuals in some entertaining, (inspiring( way; and (4) create, instill and implant a strong, positive, lasting impression ( just the way individuals, companies and organizations in(Show Business( must do.

A

SPECIAL EVENT

CHECKLIST
Typical Events
!
Anniversaries

!
Annual events

!
Art shows

!
Awards luncheons/dinners

!
Bazaars

!
Benefit performances

!
Building dedications

!
Business/trade expos

!
Charity balls

!
Citation awards

!
Company picnics

!
Company retreats

!
Conventions

!
Convocation ceremonies

!
Dedication ceremonies

!
Facilities dedications & tours

!
Fair

!
Fashion shows

!
Festivals

!
Graduation ceremonies

!
Ground breaking ceremonies

!
Joint venture announcements

!
News conferences

!
Open houses

!
Organization outings

!
Parades

!
Product introductions

!
Seminars

!
Sporting events

!
Sports tournaments

!
Symposiums

!
Testimonial dinners

!
Trade shows

!
Workshops
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Date, Time, Location

!
Select date far in advance, for thorough planning

!
Select date which avoids schedule conflicts

!
Select date appropriate for nature of event

!
Select time appropriate for nature of event

!
Select time appropriate for nature of audience

!
When seeking a location, keep historic factors in mind

!
When seeking a location, keep parking demand in mind

!
Choose a location large enough for the expected crowd

!
Choose a location that is appropriate for the event

!
Make sure selected location is accessible

!
Make sure selected location is secure & maintainable

!
Make sure selected location is serviceable

!
Make sure selected location is police-able

Decorations
!
Bunting

!
Decoration budget

!
Decoration plan

!
Entrance & exit

!
Exhibit areas

!
Flowers

!
Head table

!
National, state, local flags

!
Personnel to put up, take down

!
Speaker(s podium

!
Table decorations

Distinguished Guests / Attendees
!
Advanced publicity of attendance/participation

!
Area attendant

!
Acknowledged arrival/attendance

!
Briefing

!
Escort from airport/train station

!
Food & lodging arranged

!
Ground transportation while in the area

!
Introduced to the audience

!
Media interviews

!
Refreshments at event

!
Security

!
Special invitations

!
Special/reserved seating

!
Transportation arranged

!
Welcoming person/committee
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Foul Weather Plan
!
Alternate site (pre-arranged)

!
Audio-visual covers at original site

!
Audio-visual equipment at new site

!
Exhibits (rain/snow covers)

!
Final authority (assigned)

!
Foul weather cancellation chain of command

!
Foul weather cancellation procedures & plan

!
Foul weather cancellation rehearsal

!
Inform caterer

!
Last time to implement foul-weather plan

!
Last time to inform mass-communication media

!
Moving attendees, staff, exhibits, refreshments, food, etc.

!
Podium & AV equipment at new site

!
Postponement plan

!
Public-awareness announcement program:

P
Radio "News Directors"

P
Television "News Directors"

!
Seating at new site

!
Signs announcing cancellation, postponement, new site:

P
Entrance to original site

P
Parking lot(s)

P
Traffic/directional signs

!
Stage at new site

!
Telephone list (people to be called re: cancellation)

!
Telephone message (cancellation/alternative site plan)

!
Tent/canapy at new site

!
Transportation to new site:

P
Event staff

P
Exhibitors, exhibits

P
VIPs, guests, speakers

!
Umbrellas

Housing
!
Assign hotel rooms to organization executives 

!
Assign hotel rooms to organization staff

!
Assign hotel rooms to support personnel

!
Assign hotel rooms to VIPs, hosted guests 

!
Assign hotel rooms to media/press 

!
Assign hotel rooms to transportation staff, drivers
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!
Distribute (restricted) room assignment/phone list:

P
To event attendees

P
To hotel management

P
To organization management, staff

P
To security

P
To VIPs, guests

!
List/log hotel rooms & guest room assignments

!
List/log hotel rooms & individuals' telephone numbers

!
List of available rooms/hotels (& telephone numbers)

!
Provide room assignment list to the hotel(s)

!
Reserve/block hotel rooms in advance: 

P
Convention/event attendees

P
Executives

P
Featured guests

P
Speakers

P
Staff

P
VIPs

!
Reserve/block meeting space in advance

!
Special arrangements:

P
Fruit, flowers, wine for VIPs/hosted guests

P
Liquor and/or wine in-room reserves, set-ups

P
Room service for late arrivals, VIPs, guests 

P
Special meals (Kosher, diabetic, vegetarian, etc.)

P
Use of hotel facilities for VIPs, guests 

!
Security (law enforcement, including all various, appropriate jurisdictions)

!
Security (private security companies)

!
Security assistance (flashlights, walkie-talkies, etc.)

Insurance
!
liability insurance

!
Cancellation insurance

!
Foul-Weather insurance

!
(Hole-in-One( insurance (such a thing does exist)

!
Workers( Comp insurance

!
Other (appropriate( insurance (investigated with professional help)

!
Car insurance (confirmed for vehicles used in any phase of the event)

!
Driver(s licenses for those vehicles should be current & (active(
Media / Press Facilities
!
Black-and-white photos of speaker(s) available
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!
Chairs

!
Company/organization background information

!
Company/organization gift(s) for media/press

!
Computers & printers for working press

!
Copies of speeches available

!
Dedicated wordprocessing equipment & printers

!
Desks, tables (place to work)

!
Fax/modem/DSL/

!
Food & lodging for out-of-town media/press

!
Ground transportation for out-of-town media/press

!
Identification badges (pre-produced)

!
Identification badges (produced at event)

!
Interview/broadcast facilities

!
Media/press kits:

P
Ballpoint pens, pencils (w/company logo)

P
Black-and-white photographs (prints with JPeg files)

P
Color photographs (prints with JPeg files)

P
Company annual report

P
Company history

P
Event/project background information

P
Feature stories

P
Fact/data sheets

P
Key people head-and-shoulder photos

P
Key people thumbnail biographies

P
Logo sheets

P
News releases

P
Note pads, blank paper

P
Reprints of previously published articles

!
Message center/posting facility

!
Note pads

!
Overnight newspaper/newsletter (for multi-day events)

!
Paper for computer printer

!
Pens, pencils (with company name & logo)

!
Photocopy machine & paper 

!
Photographer to cover event

!
Refreshments:

P
Coffee, tea

P
Eating utensils

P
Food

P
Glasses, cups

P
Ice

P
Liquor, beer

P
Napkins

P
Plates
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P
Snacks

P
Soft drinks

P
Water

!
Room attendant

!
Stapler(s) & extra staples

!
Telephone(s)

!
Typewriter(s), computers & printers (paper, replacement cartridges)

Parking
!
Appropriate space for the projected attendance (cars, limousines, buses, etc.)

!
Attendants

!
Broadcast van/sound truck parking anticipated, assigned

!
Bus parking lots (for charters)

!
Cash register & change (if parking fee charged)

!
Communications equipment/walkie-talkie

!
Field parking (organized, marked, attended, watered)

!
First aid station/facilities at far-distant lots

!
Insurance (possibly as a policy rider)

!
Landscaping

!
Lighting for foul weather, night security

!
Location

!
Media/press parking spaces/lot set aside

!
Motor home parking anticipated

!
Parking lanes marked

!
Paved lot(s)

!
Police to supervise traffic in & out at peak times

!
Publicity (re: parking information)

!
Restricted parking for VIPs, guests, etc.

!
Security at lot(s)

!
Shuttle(s) to and from lot(s) & event site

!
Signage:

P
"Do Not Enter"
P
Entrance (In, Out)

P
Exit

P
Internal (Section A, B, C, etc.)

P
(No Parking( signs, for appropriate areas

P
Rates

P
(This Way Out(
P
"To Parking"
P
(To (Major Highways Identified)

P
(Tow-Away Zone(
P
"Turn Here"
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Photography / Photographer
!
Advance briefing for photographer(s)

!
Advance-publicity photos

!
Backup batteries (in assorted sizes)

!
Backup photography equipment

!
Camera-repair service prepared and ready

!
Communications equipment:

P
Cellular telephone(s)

P
Telephone & outside line for photographer

P
Walkie-talkies

!
Cooperation with media/press people

!
Cooperation with individual attendees/requests

!
Cooperation with freelance, private photographers

!
Coordination with marketing/sales department

!
Coordination with public relations department

!
Courier service/dispatch driver available

!
Film (black-and-white/color, deep inventory)

!
Lab support (for rush orders, overnight deadlines, etc)

!
Photographs to be taken of (at a minimum):

P
Awards presentations

P
Ceremonies

P
Crowd photos

P
Event itself

P
Facilities introduced (with & without people)

P
Individuals with VIPs, dignitaries, speakers

P
"Human Interest" subjects/actions

P
Speakers (in action & casual)


P
Special guests:

R
Dignitaries

R
Featured guests

R
VIPs 

P
Speeches

!
Photography print order (PR, executive, media)

!
Transportation (with/without drivers)
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Promotion & Publicity
!
Advertising:

P
Billboards

P
Buses (outside and/or inside)

P
Bus benches, shelters

P
Internet (banner ads, etc.)

P
Magazine

P
Newspaper

P
Radio

P
Taxi cab

P
Television

!
Banners

!
Direct mail

!
Fliers

!
Posters

!
Public relations

!
Public service announcements:

P
Internet distribution

P
Radio

P
Television

!
Publicity:

P
Event announcement (community awareness)

P
Event announcement (long-range, targeted)

P
Fund-raising beneficiary

P
Internet distribution (News releases, Blogs, etc.)

P
Judges announcement (competition)

P
Program announcement

P
Program update (pre-event)

P
Radio, television, cable

!
Sponsor(s)

!
Sponsorship programs

!
Speakers program

!
Signage:

P
Entrance, Exit

P
Event location

P
Exhibit areas

P
Fire Extinguisher

P
First Aid

P
Individual exhibits
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P
Information

P
Lost & Found

P
No Entrance

P
No Parking

P
No Smoking

P
Parking

P
Police

P
Press/Media

P
Rest Rooms

P
Security

Restroom Facilities
!
Attendants

!
Clean-up crew

!
Directional signs

!
Lighting

!
Location

!
Maintenance

!
Mirrors

!
Number

!
Paper towels, warm-air blowers, cloth towel (rollers(
!
Police or security

!
Portable/permanent toilets

!
Sinks

!
Soap

!
Toilet paper

Safety & Security
!
Ambulance(s) contracted, secured and on-hand (if needed)

!
Arrange for private security (if needed)

!
Assign security responsibilities

!
Contact, coordinate with fire department

!
Contact, coordinate with local police

!
Contact, coordinate with state police

!
Contact, coordinate with federal/military authorities

!
Emergency dental, orthodontic resources identified

!
Emergency medical, hospital resources identified

!
Emergency optometric, ophthalmic resources identified

!
Emergency vehicles identified, notified, available

!
Escorts for VIPs, special guests, speakers

!
Evaluate event/security needs

!
Event/security plan

!
Fire extinguishers (event site)

!
Fire extinguishers (parking lot(s)

!
First-aid equipment on-hand
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!
First-aid personnel assigned

!
First-aid tent(s) [outdoor events with no alternative]

!
Greeters to meet VIPs, etc., at airport, train station

!
Housing security for VIPs, guests, executives

!
Identify special security/high risk items

!
Local hospital facilities identified (and notified)

!
Local hospital facilities ( route mapped-out & printed, drivers prepped

!
Local medial/dental offices identified (and notified)

!
Special first-aid equipment needs anticipated

!
Security for audio-visual equipment, flags, etc.

!
Security for exhibits, displays

!
Signage:

P
Entrance, Exit

P
Fire Extinguisher

P
First Aid

P
Information

P
Lost & Found

P
No Entrance

P
No Parking

P
No Smoking

P
Police

P
Rest rooms/toilets

P
Security

P
Other

Speeches
!
Audio-visual equipment:

P
Microphone(s)/amplifier(s)

P
Overhead projector(s)

P
Overhead-projector back-up bulbs

P
Screen(s)

P
Slide projector(s)

P
Slide-projector back-up bulbs

!
Audio-visual technician on hand

!
Does a speech (or speeches) need to be written?

!
Music before and/or after?

!
Stage/speakers' platform:

P
Name plates

P
Decoration, dressing

P
Podium

P
Place settings (if meal included in program)

P
Space for speakers & dignitaries
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P
Water & glasses

!
Who will be Master of Ceremonies?

!
Who will be speaking:

P
Alternate speaker(s)

P
Primary speaker(s)

!
Who will introduce the speaker(s)?

Souvenir Program
!
Advertising

!
Advertising manager

!
After-event uses (possibilities):

P
Event Promotion

P
Exhibitor recruitment

P
Fund-raising

P
Future sponsorship

P
Organization promotion

P
Organization sponsorship

P
Thank You

!
Editor

!
Editorial material

!
Event schedule

!
Delivery date, location

!
Distribution plan

!
Format/layout

!
Four-color/black-and-white printing

!
Price/for free

!
Printing bids

!
Production coordinator

!
Program budget

!
Program production schedule

!
Quantity

Transportation
!
Buses/vans reserved, scheduled, assigned

!
Bus/van identification system available, applied

!
Commercial transportation schedules on-hand (local)

!
Commercial transportation schedules on-hand (airlines)

!
Communication equipment:

P
Cell phones for VIPs, guests( limousines
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P
Telephone for transportation coordinator

P
Walkie-talkies for key drivers, cars

P
Walkie-talkies for key transportation staff

!
Dispatch desk & attendant

!
Dispatch vehicles & drivers at the ready

!
Driver event/schedule briefing

!
Driver recruitment, hiring, training

!
Driver report-in schedule (20 minutes early minimum)

!
Driver security check

!
Food service, meal breaks for drivers

!
Luggage/baggage ground service arranged

!
Mass transportation schedule planned, distributed

!
Meeting arriving VIPs, guests, speakers, etc.

!
Media/press vehicles & drivers assigned, available

!
Outing transportation planned, scheduled, available:

P
Arrivals

P
Departures

P
Field trips

!
Overnight security for guests' private vehicles

!
Stanchions anticipated, available

!
Stand-by vehicles for rush/emergency need

!
Transportation coordinator assigned

!
Transportation route alternative selected

!
Twenty-four-hour shift schedule addressed

!
Vehicle flags anticipated, available

!
VIP/featured guest automobiles reserved, assigned

!
VIP/featured guest transportation-security assigned

!
VIP limousine & driver at the ready

#
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