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Checklist: 
ERG Event in a Box
90 days out
Secure event sponsorship

Book event location

Determine project team members 

Develop a straightforward project and communication plan (Use ERG Communication Plan Template in the Companion Workbook)

Do you need a speaker for the event? 

Yes - Book speaker(s) 

Do you need panelists for the event?

Yes - Book panelists 

Will participants need to RSVP or register for the event?

Yes - Create registration/sign-up process 

For executives/senior leadership invitees: Send invitation email to executive/senior leader and their assistant 

Follow up with assistant to book time on the executive/senior leader calendar

Will food and beverages be served? 

Request menu options from food and beverage vendor(s) 

Determine if signage/marketing materials will be needed  

               Determine if any giveaways will be needed



60 days out
Order signage/marketing materials and giveaways

Order blank name tags and tent cards 

Make a request for volunteers to staff the event


Secure volunteers and complete volunteer sign-up sheet

Begin communicating about the event, including registration information

               Vet speaker(s) and/or panelists (Chapter 16 - What’s programming got to do with it?)

 

30 days out
Continue communicating about the event 

Follow-up with speaker and panelists


For external speakers, request a copy of their presentation at least two weeks before the event

Follow-up with volunteer staff with any additional information (time needed, location, attire, etc.)


Hold a meeting for volunteers and review pertinent information   

Will image and likeness usage forms be required? 

Yes - send those out via email and ask to be completed and returned

Place food and beverage order with the vendor  


Two weeks out
Meet with presenter/speaker and panelists

For a virtual event, make sure all the above know how to work Zoom, WebEx, etc. 

Send out reminders to everyone who registered to attend


Send out reminders to volunteers (who, what, when, and where)

Follow up with food and beverage vendor 


One week out
Send out reminders to everyone who registered to attend


Send out reminders to volunteers (who, what, when, and where)

Print name tags and tent cards 


Conduct a final meeting with speakers/panelists to ensure everyone is ready to go 




Day before
Send out a final reminder to everyone who registered to attend


Send out a final reminder to volunteers 

Print copies of Image and Likeness Usage Forms for those who have not returned one

Print off volunteer schedule

Assemble name tags 

Follow up with vendors on when food and beverages will arrive and be set-up.


Day of the event
Set-up the registration table 

Have a copy of the registration process for volunteers

Have extra blank name tags and tent cards

Print list of registrations/participants



From The ERG Handbook Companion Workbook
Have questions? Need us to do it for you? Contact us: info@InclusiveSpace.com or 281-298-9397 
@MMXX Inclusive Space | All rights reserved.
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