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Event Management Checklist
1. Event Preparation
☐ Event name defined
☐Event date and time set
☐Location selected and confirmed
☐Event concept and goal created
☐Target group of participants identified
☐ Speakers and guests confirmed
2. Communication and Promotion
☐ Invitation created and distributed
☐ Promotion via website and social media
☐ Media and partners contacted for promotion
☐Leaflets/posters prepared and distributed
3. Materials and Logistics
☐ Event program prepared
☐ Promotional materials printed (roll-up, flyers, posters)
☐ Evaluation forms prepared
☐Presentations and technical equipment prepared
☐Photographer and/or videographer arranged
 ☐Accessibility for people with disabilities ensured
4. Administrative Documents
☐Attendance lists prepared
☐ GDPR forms filled (if necessary)
☐Certificates distributed to participants (if applicable)
☐Signatures and participants documented
5. During the Event
☐ Technical equipment set up
☐Participants welcomed and directed
☐Facilitator introduces the project
☐ Photos and documentation done
☐ Evaluation forms distributed
6. After the Event
☐ Evaluations collected and processed
☐Short report with photos prepared
☐News posted on website and social media
☐Thank-you notes sent to speakers and participants
☐Documentation archived on shared drive
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