
Event Planning Step By Step

RESOURCE ALERT: Event Critical Path, Marketing Plan 
Template, Event Budgeting

Planning an event doesn’t need to be intimidating or overwhelming. Follow these easy 
steps to get started. 

Develop a Goal - The very first step is to establish a realistic goal and objectives. (e.g., why are you 
organizing this event and what do you hope to achieve?)

Organize a Team - Any event takes a concerted team effort to handle all of the details. Consider identifying 
one key event lead as well as other volunteers to take on key roles such as marketing, volunteer 
recruitment or sponsorship.

Set a Date - The date might already be pre-set for a reccurring event, but if this is a new event, be sure to 
give yourself enough time! Ideally, you should have 6-9 months to plan. Be sure to look at other competing 
event dates in your community. 

Brand your Event - Determine an event name, theme (if applicable) and tagline for your event. Take time to 
brainstorm ideas on how you will carry the theme throughout the event. 

Create a Master Plan - This plan should encompass all aspects of the event with a timeline and who is 
responsible for specific tasks. Use our Event Critical Path as a great tool to get you started. 

Establish Partnerships & Identify Sponsors - Are there organizations that you could partner with or call on 
for sponsorships to offset the costs and increase potential participation?  This includes businesses, schools, 
services groups. etc. 

Create a Marketing Plan - Event promotion starts with the initial notice of the event through web and print 
promotion, and then builds to include more online and off-line publicity, media relations and on-going 
outreach to encourage registration. Refer to our Marketing Plan Template to plan your promotion 
strategy.

Establish a Budget - Your budget should incorporate estimates for all of the key items on your event 
checklist. Check out our Event Budgeting page to learn more about planning a budget. 

Determine an Evaluation Process - When you set your initial event goals and objectives, you should also 
consider how you will evaluate the event to determine your success. Do you measure success by the 
number of registrants or attendees or is it dependent on you breaking even or raising a target amount in 
donations? 
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