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1 year - 6 weeks prior to your event: 
 

 Set Dates (it’s helpful to have two to three date ranges that work). 
 

 Set Budget based on event needs and expected attendance 
o Tip for setting budget: Differentiate between what you MUST have in terms of program / 

speakers / decorations vs. what you WOULD LIKE. 
o Tip for estimating attendance: Have you done this event before at the same time of year 

in a similar location? If so, a good estimate is usually how many attended last time + 5%. 
 

 Reserve Meeting Rooms, Lodging, Dining with DuBose. 
 

 Determine event staffing or volunteer needs. Identify individuals to fill key roles. 
o Tip: It helps to have someone (or a group of people) dedicated to promotion for your 

event. See our Event Promo Checklist for ideas. 
 

 Contact outside personnel for services needed and reserve – for example: Speakers, decorators, 
musicians, photographer, group transportation rentals, etc. 
 

 Create Registration Form. 
o Tip: Be sure to include on your registration form a space for any dietary requirements or 

mobility needs. 
 

 OPEN REGISTRATION 
o Collect registrations & confirm receipt of an individual’s commitment / payment as soon 

as possible (either personally or with an automated form). 
 

6 weeks prior:  

 Finalize program schedule. 
 

 Finalize audio-visual needs and setups; Update DuBose. 
 

 Update budget. 
 

 Confirm outside personnel . 
 
 
 
 
 



3 - 4 weeks prior: 

 Send announcement to participants with program details; let people know what they need to 
bring for the event or do to get ready for it. Creating easy, actionable items for your audience 
helps to reiterate their commitment to attend. (note: this item is also included on the event promo 

checklist, because it’s important!) 
 

 Update DuBose with attendance numbers. 
 
 

2 weeks prior: 

 Email speakers, instructors, volunteers etc. with confirmation details and any special instructions. 
 

 Make sure to purchase any goodie bag items, make handouts, etc. Do some extra if you are 
anticipating any last-minute signups. 
 
 

10 days out: 

 Final meal & lodging numbers, final dietary needs & mobility / lodging requests due. 
 

 Finalize budget. 
 

 Create / assemble name tags, list of participants, information packets, goodie bags, etc. 
 

 Make a “day of” schedule that outlines when staff, personnel, and volunteers will be arriving, 
setting up, what they will be wearing, etc. Be sure and convey expectations & needs. 
 

 For bigger groups or groups with people from around the state / country, considering lining up 
next year’s dates with your event leadership and with DuBose so that you can make an announce 
at the conclusion of this year’s event. 
 
 

Hold your event! 

 

After the event: 

 Send thank you notes to volunteers, speakers, donors, etc. 
 

 Finalize budget, settle payments 
 

 Make a list of notes for next year for anything that you want to see changed 


