
9 Steps to
Event Planning



We get it.
Planning an event, especially a big one, 
can seem like a daunting task. There are 
a million things to do and, if you’re like 
most organizations, very few people to 
help.
 

But don’t worry! We’ve broken down the 
event planning process into nine simple 
steps for overall success.
 

Let’s get started!  

2REFRESHMENT FOR EVENT PARTNERS              •              800.507.3759              •              EPLY.COM

https://www.eply.com/


9 steps to event planning

1

2

Establish a goal

The very first step in planning 
an event is to establish a goal. 
What’s the purpose of your event? 
Is it networking? An educational 
conference? A community event? Or 
is it just for fun? Whatever it is, make 
sure to define it upfront so that all 
other planning follows suit.

Gather a team

You know what they say, teamwork 
makes the dream work, and that’s 
particularly true of event planning. 
In order for an event to be successful, 
you need to have a strong team ready 
to divide and conquer. That being 
said, prepare to assemble:

• A committee 
Your committee should consist of 
people dedicated to planning your 
event. Depending on the size of 
your event, you may even want to 
establish sub-committees to further 
divide roles and responsibilities.

• Volunteers 
Volunteers are the key to success. If 
you need extra hands, try engaging 
the community, attendees, students 
or anyone else that may be willing 
to help out. 

• Speakers 
Now this one’s optional, but if you 
need speakers for your event, now is 
the time to figure out what speakers 
would be best for your audience. 
Check their availability and also 
allow speakers to submit proposals 
to speak. Remember, speakers can 
sometimes be just as valuable as 
volunteers.
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3Determine a budget

When you’re putting together a 
budget, there are several questions to 
consider.

• Venue 

What is the venue space going to 
cost? Is there a room rental fee? Is 
it going to cost your attendees to 
park? But don’t forget that some 
venues may require insurance or 
permits.

• Food and drinks 

Is there a food beverage & 
minimum? Do you need a caterer? 
Or extra servers?

• Entertainment 
Do you want/need entertainment? 
What equipment will be needed? Do 
they have A/V hook ups?

• Speakers and presenters 

If you’re having speakers, do you 
reimburse for travel fees, hotel or/
and food? Do they have a fee to 
speak?

• Publicity and promotions 

Where are you going to promote 
your event? What collateral are 
you going to need? Do you need 
schwag?

Once you add up all your costs, you 
can then use that figure to determine 
the registration fee for attendees. 
Remember, the higher your budget, 
the more you may need to charge your 
guests.
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4 5Create sponsorship 
packages

Now that you have determined your 
budget, you have a good idea of what 
the event is going to cost. Use this 
step to create sponsorship packages 
that will allow you to allocate some of 
the expenses to relevant companies 
that would like to sponsor your event. 

Remember to create sponsorship 
tiers so it will appeal to a range 
of companies. Or allow a “build 
your own” sponsorship to be extra 
accommodating. This depends on 
the scale of your event but it’s worth 
mentioning. 

Select a venue, time/date, 
and time frame

When it comes to selecting a venue, 
you’ll want to pick a location that’s 
local, convenient, and within your 
budget. Consider locations you’ve 
used before as well as locations used 
by others. If you’re at a total loss for 
ideas, try asking around.
 
Now let’s talk time. In general, it’s 
best to give yourself about four to 
six months of planning time. This, 
of course, varies by event, but give 
yourself a little wiggle room in case 
anything goes astray. 
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6Determine a registration 
process

Establishing a thorough registration 
process is the key to event planning 
success. After all, what’s the point of 
having an event if no one’s going to 
come? That being said, you want your 
registration process to be as seamless 
and all-encompassing as possible. 
To make that happen, consider the 
following components:

• Registration forms 

Do you have registration forms 
set up and ready to go? Can you 
customize the forms to include 
any combination of text boxes, 
radio buttons, drop down lists and 
checkboxes?

• Cutoff dates and pricing 

Do you have full control of 
registrant categories? Can your 
event registration software handle 
multiple pricing schemes?

• Breakout session sign-ups 

Are you holding breakout sessions? 
Can users register for those when 
they sign up and pay? 

• Cohesive branding 
Does your event registration match 
your website? 

• Responsive design 
Are all of your forms mobile 
friendly?

If your current event registration 
system lacks any of these 
components, it might be time to 
consider a new solution. Look for 
a system that will help you build a 
registration form, manage event data, 
and even promote your event from 
within the system. It can truly be a 
lifesaver when it comes to planning 
events.
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7 8Promote, promote, 
promote!

Even with the best speaker or 
entertainment line-up, you still need 
publicity to get people in the door. 
Consider the following promotional 
techniques:

• Feature the event in your 
organization’s newsletter

• Send out email blasts to your 
database

• Review past event attendance 
reports and re-invite all of those 
people who attended last year 

• Post the event on your website’s 
event calendar

• Announce the event on your social 
communities 

• Promote the event on social 
media

• Encourage your sponsors to 
promote

Make sure to take advantage of the 
power of your event registration 
system to send out email marketing 
and invitations.

Do a test run

This step is optional, but it could make 
the difference between a successful 
event and a flop. Try conducting a test 
run at your arranged venue, keeping 
a close eye on things like traffic, 
parking, walkability and entrances. 
If you happen to notice any weird 
quirks, email your registrants with a 
little heads up.  
 
While you’re at it, be sure to test 
out any A/V equipment that you’re 
planning to use. The last thing you 
need is a technical tragedy during 
your big presentation.
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You can solicit feedback from 
attendees by using the following 
techniques:
 

• Placing comment cards on tables 
at your event

• Posting a survey on your 
organization’s website

• Emailing post-event surveys 
directly to attendees

9Collect feedback

After all that hard work, you want 
to know how the event went, right? 
Some of it you can probably judge 
yourself. Was attendance what you 
expected? Did people seem to be 
enjoying themselves? Was the food 
good and delivered on time? Consider 
your own thoughts, but get your 
attendees’ feedback as well.
 

If you don’t have an event registration system 
for your next event, now is the time to consider 
looking into one. On top of our robust system, we 
have unlimited, expert one-on-one support. 

Call us today at 1-800-507-3759 to learn more 
about ePly’s online event registration.
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