Ultimarte Event

Planning Checklist:

Pre-Event Planning

Define event goals and objectives.
Determine the target audience and
aftendee personas.

Establish a realistic budget.
Choose a suitable event date,
time, and location.

Secure necessary permits and
insurance.

Event Marketing and Promotion

Develop a marketing plan and strategy.
Create a compelling event landing page
on your website.

Create event-specific content (blog posts,
videos, infographics) for promotion.
Utilize social media platforms for event
promotion and engagement.

Develop a comprehensive email
marketing campaign.

From Pre-event

to Post-event
Success

Create an event project plan with key milestones
and deadlines.

Develop a detailed event timeline.

Decide on event logistics (catering, AV
equipment, seating arrangements, etc.).

Create a registration process and set up an
online registration platform.

Create event branding, including a logo, website,
and promotional materials.

Use targeted advertising (online and offline) to
reach your audience.

Leverage partnerships and collaborations for
co-promotion.

Implement referral programs to encourage
attendees to invite others.

Monitor and track the effectiveness of your
marketing efforts.

Continuously update and engage with potential
attendees.

Free Resource: Marketing Plan Template —

Event Logistics

Determine seating or layout requirements
for the event.

Arrange the venue setup (tables, chairs,
stage, podium, etc.).

Coordinate with audio-visual technicians
for sound, lighting, and projection.

Plan for registration and check-in
processes.

Arrange transportation and parking
options for attendees.

Organize catering and menu selections for meals
and refreshments.

Secure necessary permits and licenses for the
event.

Coordinate with security personnel for crowd
management and safety.

Arrange for event photography or videography
services.

Confirm any special requirements or
accommodations for attendees with disabilities.


https://offers.hubspot.com/marketing-plan-template
https://offers.hubspot.com/marketing-plan-template
https://offers.hubspot.com/marketing-plan-template
https://offers.hubspot.com/marketing-plan-template

Event Program and Content

Plan the event agenda and schedule.
Secure and confirm speakers, presenters,
or performers.

Create compelling content for
presentations, panels, or workshops.
Design and produce event signage,
badges, and handouts.

Coordinate audio-visual requirements
and test equipment.

Post-Event Follow-up

Send a thank-you email o attendees,
sponsors, and speakers.

Collect and analyze post-event feedback
from attendees and staff.

Review event metrics and measure
success against objectives.

Evaluate the event’s ROI and share
insights with stakeholders.

Update your CRM system with attendee
and lead information.

Plan interactive activities or networking
opportunities.

Create a backup plan for unexpected
circumstances.

Rehearse and ensure the smooth flow

of the program.

Collect and organize presentation materials in
advance.

Prepare event scripts, host or MC guidelines,
and run sheets.

Share event highlights on your website and
social media channels.

Create a post-event report or summary for
intfernal and external use.

Follow-up with potential leads or interested
attendees.

Consider incorporating attendee feedback for
future events.

Plan and execute a follow-up event strategy or
nurture campaign.

Supercharge your
event planning with the
HubSpot CRM

Streamline your processes, manage
contacts, track RSVPs, and monitor
event success all in one place. Start
organizing memorable events and
boosting attendance today.

Try HubSpot CRM now!
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