	
	
	
	
	EVENT PLANNING WORKSHEET
	
	

	
	
	
	Pre-Planning
	

	
	Event Name:
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Event Date/s—1st Choice:
	
	
	2nd Choice:
	

	
	
	
	
	
	
	
	
	

	
	Event Start Time:
	
	
	Event End Time:
	

	
	
	
	
	
	
	
	
	

	
	Contact Person 1:
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Tel:
	
	
	Cell:
	

	
	
	
	
	
	
	
	
	

	
	Fax:
	
	
	Email:
	

	
	
	
	
	
	
	
	
	

	
	Contact Person 2:
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Tel:
	
	
	Cell:
	

	
	
	
	
	
	
	
	
	

	
	Fax:
	
	
	Email:
	

	
	
	
	
	
	
	
	
	

	
	Estimated # of Attendees:
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Venue—1st Choice
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Venue Contact Person:
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Tel:
	
	
	Cell:
	

	
	
	
	
	
	
	
	
	

	
	Fax:
	
	
	Email:
	

	
	
	
	
	
	
	
	
	

	
	Venue—2nd Choice:
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Venue Contact Person:
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Tel:
	
	
	Cell:
	

	
	
	
	
	
	
	
	
	

	
	Fax:
	
	
	Email:
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Event Type
	
	
	Set-Up Type
	
	
	
	Set-Up Sketch

	
	 Banquet/Dinner
	
	
	 Auditorium
	
	
	
	

	
	 Workshop
	
	
	 Banquet/Dinner - tables of 6
	
	
	
	

	
	 Seminar
	
	
	 Banquet/Dinner - tables of 8
	
	
	
	

	
	 Concert
	
	
	 Banquet/Dinner - tables of 10
	
	
	
	

	
	 Dance
	
	
	 Conference - Rectangle
	
	
	
	

	
	 Expo
	
	
	 Conference - U-Shape
	
	
	
	

	
	 Family Day
	
	
	 Conference - Square
	
	
	
	

	
	 Lecture\Meeting
	
	
	 Empty Room
	
	
	
	

	
	 Multimedia/Internet
	
	
	 Classroom Style
	
	
	
	

	
	 Press Conference
	
	
	 Standing Cocktail Reception
	
	
	
	

	
	 Cocktail Reception
	
	
	
	
	
	
	

	
	 Religious Activity
	
	
	
	
	
	
	

	
	 Theatre
	
	
	
	
	
	
	

	
	 Marketing Booth
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Guests, Venue, Catering

Guests
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Total Number of Guests:
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Number of Adults
Number of Children (under the age of
):
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Event Venue
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Venue Name:

[image: image5.jpg]



Location of Venue:


Address of Venue:


Contact Person:


	Tel:
	
	
	
	Cell:
	
	

	
	
	
	
	
	
	

	Fax:
	
	
	
	Email:
	
	

	
	
	
	
	
	
	

	Set-up Time and Date:
	
	
	
	
	
	

	
	
	
	
	
	

	 Cancellation Policy Reviewed
	
	 Venue Confirmed
	 Map to Venue for Guests
	
	

	 Deposit Paid:
	/
	/
	
	 Balance of Invoice Paid:
	/
	/


Catering


Contact Person:


	Tel:
	Cell:

	
	

	Fax:
	Email:

	
	

	Menu:
	



	Special Requirements:
	 Vegetarian/Vegan
	 Kosher
	 Halal
	 Allergens
	
	

	 Open Bar
	
	 Cash Bar
	
	 Limited Bar—Limit:
	
	

	 Bar Requirements (Special Requests/Limits):
	
	
	
	
	

	 Cancellation Policy Reviewed  Catering (Food) Confirmed
	 Catering (Drinks) Confirmed
	
	

	 Deposit Paid:
	/
	/
	
	 Balance of Invoice Paid:
	/
	/


Peter Mennie is THAT MAGIC GUY 1-888-660-6068 peter@petermennie.ca

	
	EVENT PLANNING WORKSHEET

	
	Décor & Flowers
	

	Décor
	
	

	
	
	

	Company:
	Contact Person:

	
	
	

	Tel:
	Cell:

	
	
	

	Fax:
	Email:

	
	
	

	Theme:
	
	

	
	
	

	Colour Scheme:
	
	

	
	
	

	Description of Room with Themed Layout:
	
	



	 Matching Seat Covers
	 Centrepiece on Tables   Draping
	
	
	
	

	 Cancellation Policy Reviewed
	 Confirmed Set-Up Date &
	Time:
	/
	/
	

	 Deposit Paid:
	/
	/
	 Balance of Invoice Paid:
	/
	/


Flowers


	Company:
	Contact Person:

	
	

	Tel:
	Cell:

	
	

	Fax:
	Email:

	
	


	Description of Arrangements:
	



	 Cancellation Policy Reviewed
	 Confirmed Set-Up Date &
	Time:
	/
	/
	

	 Deposit Paid:
	/
	/
	 Balance of Invoice Paid:
	/
	/
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Table Planner

	Table Number
	
	
	

	
	
	
	

	Seat
	
	Name
	Cell
	Email

	
	
	
	
	

	1
	
	
	
	

	
	
	
	
	

	2
	
	
	
	

	
	
	
	
	

	3
	
	
	
	

	
	
	
	
	

	4
	
	
	
	

	
	
	
	
	

	5
	
	
	
	

	
	
	
	
	

	6
	
	
	
	

	
	
	
	
	

	7
	
	
	
	

	
	
	
	
	

	8
	
	
	
	

	
	
	
	
	

	9
	
	
	
	

	
	
	
	
	

	10
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	 Menus
	
	 Seat Name-Tag
	 Centrepiece

	
	 Appetizers
	
	 Beverages
	 Event Programme

	Table Number
	
	
	

	
	
	
	
	

	1
	
	
	
	

	
	
	
	
	

	2
	
	
	
	

	
	
	
	
	

	3
	
	
	
	

	
	
	
	
	

	4
	
	
	
	

	
	
	
	
	

	5
	
	
	
	

	
	
	
	
	

	6
	
	
	
	

	
	
	
	
	

	7
	
	
	
	

	
	
	
	
	

	8
	
	
	
	

	
	
	
	
	

	9
	
	
	
	

	
	
	
	
	

	10
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	 Menus
	
	 Seat Name-Tag
	 Centrepiece

	
	 Appetizers
	
	 Beverages
	 Event Programme
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Seating Plans


These are typical


Seating Plans when

you have

Live Entertainment.

(Remember that it’s easier to remove the tables on the dance floor after the show)
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Entertainment

Entertainment


Name of Entertainer:


	Company:
	Contact Person:

	
	

	Tel:
	Cell:

	
	

	Fax:
	Email:

	
	

	Description of Act/Performance
	



Performer/Entertainer Brief:


	Call Time:
	Starting Time:

	
	

	Duration of Entertainment:
	

	
	

	Technical Requirements:
	



Microphone


	 Cancellation Policy Reviewed
	
	 Contract Sent:
	/
	/

	 Deposit Paid:
	/
	/
	 Balance of Invoice Paid:
	/
	/

	 Transportation
	
	
	 Accommodation
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	Presentations, Technical, Recording

	Speeches and Presentations
	

	
	

	Speaker 1:
	

	
	

	Name:
	Topic:

	
	

	Duration:
	Time of Speech:

	
	

	Speaker 2:
	

	
	

	Name:
	Topic:

	
	

	Duration:
	Time of Speech:

	
	

	Speaker 3:
	

	
	

	Name:
	Topic:

	
	

	Duration:
	Time of Speech:

	
	

	Sound and Lighting Equipment
	

	
	

	Company:
	Contact Person:

	
	

	Tel:
	Cell:

	
	

	Fax:
	Email:

	
	

	Brief and Requirements:
	



Photographer


	Company:
	Contact Person:

	
	

	Tel:
	Cell:

	
	

	Fax:
	Email:



Videographer


	Company:
	Contact Person:

	
	

	Tel:
	Cell:

	
	

	Fax:
	Email:
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	EVENT PLANNING WORKSHEET

	
	
	
	

	
	Delegation of Tasks

	taff Responsibilities
	
	
	

	
	
	
	

	Staff Member’s Name
	
	
	

	
	
	
	

	Cell:
	
	Email:

	
	
	
	

	Task 1:
	
	Deadline of Task:

	
	
	
	

	Task 2:
	
	Deadline of Task:

	
	
	
	

	Task 3:
	
	Deadline of Task:

	
	
	
	



Staff Member’s Name


	Cell:
	Email:

	
	

	Task 1:
	Deadline of Task:

	
	

	Task 2:
	Deadline of Task:

	
	

	Task 3:
	Deadline of Task:

	
	



Staff Member’s Name


	Cell:
	Email:

	
	

	Task 1:
	Deadline of Task:

	
	

	Task 2:
	Deadline of Task:

	
	

	Task 3:
	Deadline of Task:
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	EVENT PLANNING WORKSHEET

	
	
	
	

	
	Service Providers

	Service Providers
	
	
	

	
	
	
	

	Service Provided:
	
	
	

	
	
	
	

	Company:
	
	Contact Person:

	
	
	
	

	Tel:
	
	Cell:

	
	
	
	

	Fax:
	
	Email:

	
	
	
	

	Provider’s Brief:
	
	
	



Budget:


Tasks:


Provider’s Requirements:


	 Quotation Accepted
	 Purchase Order Created
	 New Vendor Application

	 Cancellation Policy Reviewed
	 Contract Sent:
	/
	/
	

	 Deposit Paid::
	/
	/   Balance of Invoice Paid:
	/
	/


PeteEVENT PLANNING WORKSHEET

Post-Event Evaluation


What were your primary goals and objectives for this event, and were they met?


Did you manage to meet your budgetary goals or did you encounter any problem areas?


How could you have improved on the event?


Was there enough marketing/advertising/PR for the event and how could you improve on this in the future?


Did everything run smoothly and professionally? Were there any particular problems?


Would you hire the same professionals again, such as the caterers and performers? Why or why not?


Did this programme help you grow as an organisation or company?
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17 Professional Tips for Planning Corporate Events

#1 Always take the time to plan ahead. If you will be renting a special venue you need to secure it as far in ad-vance as possible. Some places can book up even a year in

advance: by finding your venue early and putting down a deposit, you can ensure that you get the venue that you want.

#2 When planning a corporate event, set a very strict working budget and make sure that you have extra cash for the unexpected expenses. You can be sure that every event will have some unexpected expenses; it’s simply part of planning an event.

#3 If you have contracts, agreements, lists, or seating charts, make sure you keep extra copies of them in case they are misplaced or lost. Copying them is very simple and quick, and can re-ally save you later on if you lose your plans.

#4 Remember to contact the service providers whose quotations you do not accept, to let them know that you are declining their quote. They will often be more than happy to recom-mend another company that will meet your specific requirements … or perhaps even be pre-pared to negotiate a more acceptable fee.

#5 Make sure you send out your invitations at least 3 to 4 weeks ahead of your event. In addi-tion, make sure that you ask your guests to RSVP so that you know how many people will be attending.

#6 If you are creating a seating chart for your event, you can either set it up randomly or work with someone else in your company to come up with the best possible scenario.

#7 If you want good attendance at your event, it is a good idea to schedule it earlier in the week or a long way away from any major holidays. People tend to vacation over holidays and often have plans on weekends, making Friday and Saturday bad days to have a business func-tion.

#8 It is important to know when to use a theme and when not to. A child’s birthday party is an appropriate time to use a theme, while a corporate event requires less of a theme and more plain elegance than anything else.

#9 When you are having a business event, keep the music mellow and stick to something that everyone can enjoy. Suggest genres of music to your DJ, or request a typical playlist of com-mon favourites that will encourage people to dance!
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#10 If you will need equipment such as microphones, pro-jectors, speakers, a video camera, etc., make a list of the things you will need and make sure that you have some-one on site who can fix any technical problems which may come up during the event. You do NOT want to wait hours while an on-call technician is being dispatched to you.

#11 When you are planning an event, especially a large event, make emergency and contingency plans in case of

disaster, illness, or any other emergency. Find out what your company’s insurance policy co-vers in the event of an accident - remember, these policies do not cover negligence, so make sure that you always keep your guests’ safety in mind.

#12 It is important to take into account the special accommodations which will be needed by any disabled attendees or those with special mean requirements. If you do not know what someone will need, simply ask them. They will be happy that you cared enough to ask and un-derstand that you didn’t have any other way to get the information. It also shows that you pay personal attention to your guests’ needs.

#13 When you need entertainment for your event, make sure it is appropriate and does not contain offending content. Magicians are always great choices for corporate events because they can bring laughter and amazement to the event without offending anyone in the crowd. Whatever kind of entertainment you choose, make sure to get references from other compa-nies.

#14 If your event will be longer than two hours, your guests will expect to eat a snack at mini-mum. You should have a meal if your event is longer than four hours. At all times, you should at least have water and coffee available to your guests.

#15 Communication is a major key to the success of an event. If you are using service provid-ers, make sure they have very clear and specific instructions of what you expect of them.

#16 Whenever you plan an event, make sure you take things like transportation, parking, etc. into consideration. The last thing you want is for your guests to have to walk a long way to the event or to miss the event completely because they couldn’t find a place to park.

#17 Send a signed “Thank You” card to all your guests within 2 weeks after the event. People rarely receive personalized cards these days, and you can be absolutely certain that they will not only appreciate your sincere message, but also re-remember how much they enjoyed your event.

BONUS! #18 Where possible, work with the experienced professionals: their knowledge, ex-pertise and enthusiasm will not only make planning your event far, far easier but we can guar-antee that your guests will be so happy & grateful, that they’ll THANK YOU for inviting them to your event!

