
 Event Planning Checklist 
Everything You Need to Deliver a Strategic, 

Seamless, High-Impact Event 

Planning an event—whether it’s a 
leadership retreat, gala, fundraiser, 
press tour, or legislative trip—requires 
detailed coordination, strategic 
oversight, and flawless execution. 

This checklist helps your team 
understand what’s involved in 
producing a professional, high-
stakes event…and why many 
organizations choose to partner 
with A to Z Communications to 
ensure nothing is overlooked. 

1.	Strategic Alignment & Purpose 
Before anything else, confirm that you have: 

n	 Clear event purpose linked to organizational goals 

n	 Target audience(s) identified (internal, donors, 
legislators, press, partners) 

n	 Key messages + themes defined 

n	 Event success metrics (KPIs) established 

n	 Leadership alignment and approval of objectives 

A to Z Advantage: 
We begin with strategy—ensuring your event  
isn’t just well-executed, but mission-driven and 
results-oriented. 
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5. Creative, Branding & 
Communications 

n	 Develop visual identity for event (theme, colors, 
typography) 

n	 Produce invitations, signage, programs, name 
badges 

n	 Create engaging slide decks, videos, event collateral 

n	 Coordinate photography and videography 

n	 Develop pre- and post-event communications 

n	 Manage press outreach (for media/PR events) 

A to Z Advantage: 
Your event will look as good as it feels—cohesive, 
professional, on-message. 

6. Vendor Management 
n	 Source A/V team 

n	 Secure lighting, staging, sound, and technology 
needs 

n	 Hire catering + manage menu selections 

n	 Contract decorators, florists, entertainment providers 

n	 Oversee rentals (tables, chairs, linens, displays) 

n	 Coordinate all vendor timelines, load-ins, and 
breakdowns 

A to Z Advantage: 
We manage every vendor relationship, ensuring 
seamless coordination and no surprises. 

7. Guest Management 
n	 Build invitation list 

n	 Design + send invitations 

n	 Track RSVPs 

n	 Manage special accommodations (dietary, 
accessibility, VIP needs) 

n	 Coordinate registration and check-in systems 

n	 Provide on-site hospitality staff 

A to Z Advantage: 
We streamline guest experience from invitation  
to check-in—making sure every attendee feels 
welcomed and valued. 

2. Budgeting & Financial Planning 
n	 Define total budget + contingency buffer 

n	 Allocate costs across venue, catering, A/V, travel, 
branding, entertainment, staff, etc. 

n	 Review vendor quotes and negotiate rates 

n	 Create payment schedules 

n	 Build forecast for fundraising or ROI where 
applicable 

A to Z Advantage: 
We manage contracts and negotiations, preventing 
hidden costs and securing best-value options. 

3. Venue Sourcing & Logistics 
n	 Identify suitable venues aligned with purpose, 

audience, accessibility 

n	 Evaluate capacity, layout, flow, breakout rooms, 
and signage needs 

n	 Reserve accommodations for guests/speakers 

n	 Plan transportation logistics 

n	 Ensure ADA compliance and safety requirements 

n	 Confirm venue staffing, security, insurance 

A to Z Advantage: 
We handle the venue search, site visits, contracts, 
travel accommodations, and full logistical 
coordination—saving teams dozens of hours. 

4. Program & Agenda Development 
n	 Build a detailed timeline/run of show 

n	 Confirm speakers, facilitators, honorees, VIPs 

n	 Develop scripts, talking points, and briefing 
materials 

n	 Coordinate entertainment or experiential elements 

n	 Schedule rehearsals and tech checks 

A to Z Advantage: 
We craft compelling agendas and ensure all speakers 
are prepped, confident, and polished. 
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Why Outsource to A to Z? 
Planning a high-stakes event requires: 

• Weeks of coordination 

• Deep logistical expertise 

• Strong vendor relationships 

• On-brand communications 

• A calm, experienced team 

• Strategic alignment with organizational goals 

When organizations try to do this 
internally, event planning often: 

•	 Pulls staff away from mission-critical work 

•	 Causes stress and burnout 

•	 Leads to overlooked details 

•	 Reduces strategic focus 

•	 Dilutes messaging and impact 

A to Z eliminates that burden. 

We bring full-service event strategy, planning, design, 
production, and on-site execution—so your team stays 
mission-focused while we handle the rest. 

Ready to make your 
next event your strongest yet? 

A to Z Communications 
Strategic Events for Corporate  
& Nonprofit Organizations 

412 471 4160 
hello@atozcommunications.com 
events.atozcommunications.com/make-the-moments

Let’s plan something remarkable together. 

8. Compliance, Safety &  
Risk Management 

n	 Ensure health & safety protocols 

n	 Secure necessary permits and insurance 

n	 Develop contingency plans 

n	 Conduct site safety assessments 

n	 Build communication plans for emergencies 

A to Z Advantage: 
We anticipate risk, build contingency plans, and 
ensure compliance so your team can stay focused on 
the event itself. 

9. On-Site Event Management 
n	 Oversee setup and run-through 

n	 Manage all vendors and staff 

n	 Execute run of show minute-to-minute 

n	 Troubleshoot issues in real time 

n	 Coordinate VIP movement + media interactions 

n	 Handle breakdown and post-event logistics 

A to Z Advantage: 
Your team gets to experience the event—we  
handle the pressure, timing, and execution. 

10. Post-Event Follow-Up 
n	 Conduct debrief with stakeholders 

n	 Gather guest feedback 

n	 Deliver thank-you messaging and stewardship 
communications 

n	 Provide photo/video recap 

n	 Document outcomes vs. KPIs 

n	 Identify opportunities for year-over-year 
improvement 

A to Z Advantage: 
We ensure momentum continues long after 
the event is over. 
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