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FREE GUIDE

The Successful Event Playbook
Everything that makes an event run on budget, on time and worth talking about — timelines, budget
templates, vendor tips, run-of-show and post-event follow-up.

1. Start with the why
Every successful event starts with one clear objective. Write it down before you book anything, because
it decides your venue, budget, guest list and how you'll measure success.

• Goal: what must be true after the event? (e.g. 150 qualified leads, $40K raised, 300 students
reached)

• Audience: who exactly, how many, and what do they need to get out of it?

• Key message: the one sentence guests should repeat afterward

• Success metrics: attendance, sign-ups, sales, press mentions, survey scores

2. The master timeline

6–12 months out: set goals, budget and date; secure venue; identify sponsors and partners

4–6 months: book key vendors (catering, AV, photo/video, décor); confirm speakers or talent; build
event brand

3 months: launch registration or invitations; begin marketing; finalize floor plan

6–8 weeks: order printed materials, signage, badges and swag; press outreach; confirm travel

2–4 weeks: final headcount to caterer; draft run-of-show; assign volunteer and staff roles

1 week: confirm every vendor in writing; walkthrough at venue; print day-of documents

Event day: arrive early, run tech checks, brief team, follow the run-of-show

1–7 days after: thank-yous, survey, recap content, invoices, debrief

3. Build a budget that holds
Get three quotes for every major line item and keep a live spreadsheet with estimated vs. actual
columns. Typical allocation:

Venue & rentals — 25–35%

Food & beverage — 25–35%
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AV, lighting & production — 10–15%

Marketing, print & signage — 5–10%

Photo, video & recap content — 5–10%

Talent, speakers & entertainment — 5–15%

Staffing, security & transportation — 5–10%

Contingency — always 10–15%

• Ask what's included (tables, linens, Wi-Fi, AV, cleanup) before comparing venue prices

• Watch hidden costs: service charges (18–25%), overtime, delivery, permits, insurance

• Track deposits and payment due dates on the same sheet

• Get every price, inclusion and cancellation term in a signed contract
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4. Choose and manage vendors
• Check 2–3 recent references and look at real event photos, not just portfolios

• Confirm licenses and liability insurance; get a certificate naming your organization

• Share one brief with every vendor: date, timing, load-in, contacts, brand guide

• Name a single point of contact on your side so vendors aren't getting mixed instructions

• Reconfirm arrival times and deliverables 72 hours before

5. Brand and promote it
• Create a mini event brand: name, logo, colors and a tagline — use it on everything

• Make it shareable: a hashtag, a photo backdrop and signage worth posting

• Promote in waves: announcement, early-bird deadline, speaker reveals, last call

• Use email, social, partners, community calendars and local press

• Send a press release 2–3 weeks out and a media advisory 2–3 days before

6. The run-of-show
A minute-by-minute script shared with every staff member, vendor and speaker. Example:

3:00 PM — Vendor load-in; AV setup (AV lead)

4:30 PM — Sound check and slide test (Producer, Speakers)

5:15 PM — Team briefing and radio check (Event lead)

5:30 PM — Doors open, registration, welcome music (Check-in team)

6:15 PM — Welcome remarks (Host)

6:25 PM — Keynote (Speaker 1) — 20 min

6:50 PM — Panel and audience Q&A; (Moderator)

7:30 PM — Networking reception (Catering)

8:45 PM — Last call; closing announcement

9:00 PM — Event ends; teardown begins

7. Guest experience details that get remembered
• Fast check-in: pre-printed badges, QR codes, enough staff for the first 30 minutes

• Clear signage from parking to restroom to stage
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• Comfortable temperature, seating and accessible routes

• Food that matches the time of day, with dietary options labeled

• Start on time, end on time — respect guests' schedules

• A moment worth sharing: a reveal, a performance, a photo spot

8. Day-of survival kit

[ ] Printed run-of-show, contact sheet and floor plan

[ ] Extension cords, tape, zip ties, scissors, markers

[ ] Phone chargers and a backup laptop with presentations

[ ] First-aid kit, safety pins, stain remover, snacks and water

[ ] Extra badges, lanyards and sign-in sheets

[ ] Cash and a company card for surprises

[ ] A backup plan for weather, no-show speakers and tech failure

9. After the event
• Send thank-you emails within 48 hours to guests, speakers, sponsors and vendors

• Share a survey — keep it to 5 questions

• Publish recap content: photo gallery, highlight video, LinkedIn post, press follow-up

• Reconcile the budget: estimated vs. actual, every invoice paid

• Hold a debrief: what worked, what didn't, what to change next time

• Report results against the goals you set in step 1

10. The 10 things every successful event has

1. One clear objective

2. A realistic budget with contingency

3. A master timeline with owners and deadlines

4. Signed vendor contracts

5. A consistent event brand

6. Marketing that starts early
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7. A detailed run-of-show

8. A single decision-maker on site

9. A memorable guest moment

10. A follow-up plan that turns attendance into results

Want it done for you? We write, pitch and plan for brands, schools, agencies and creatives. Packages
start at $1,000 — prices vary based on service and capacity. Book a free consultation at
calendly.com/theexpatconcierge.


