
85 Broads Event Checklist

A successful event involves detailed planning and coordinated team work. While not every step on this checklist is applicable to every type of event, we hope that it helps you plan a pain-free event!  This checklist has been geared to a more traditional type of event, rather than a volunteer focused activity. 
At the end of this list we’ve included a bit about the 85 Broads Event Philosophy.

Before the event

 FORMCHECKBOX 
  Know your chapter or club members’ preferences – find out what kind of event members would be interested in attending, what dates and time of day are best, and estimate how many people would be likely to attend.  Consider conducting a membership survey about this.
 FORMCHECKBOX 
  Strategically choose event’s goals and objectives.
 FORMCHECKBOX 
  Invite and secure speakers.  To find speakers using the 85 Broads network, use our Search tool at https://secure.85broads.com/discovery/people or Advanced Search to create a very specific list of members at https://secure.85broads.com/search/search.  Consider reaching out to other Chapter Leaders to identify and reach out to great speakers. 
 FORMCHECKBOX 
  Identify date, time and location.
 FORMCHECKBOX 
  Check proposed date for potential conflicts, including holidays and other big events by other women’s organizations in the area.

 FORMCHECKBOX 
  Prepare preliminary agenda.
 FORMCHECKBOX 
  Consider collaborating with another organization, Chapter or Campus Club to co-host event. (Get approval from 85 Broads HQ before committing to co-branding or co-sponsorship possibilities with another organization.)
 FORMCHECKBOX 
  Form a committee / enlist volunteers to help with registrations and event promotion.  Consider reaching out to students at a local 85 Broads campus club to assist.
 FORMCHECKBOX 
  Develop funding strategy.  If charging an entrance fee, be sure to establish the structure, e.g. differential rates for 85 Broads members, non-subscribers, guests, late registrants, etc. along with clear cancellation policy.  Factor in the cost of volunteers, speakers, and other special guests who will not pay for the event.
 FORMCHECKBOX 
  Get cost estimates for food, beverage, room, AV, handouts, nametags, etc.  Determine if speaker’s book or “More than 85 Broads” needs to be purchased for the event, and build this into the price.  If possible, find a vendor willing to donate food or wine for the event in exchange for acknowledgement in the program.
 FORMCHECKBOX 
  Prepare preliminary budget.

 FORMCHECKBOX 
  Line up sponsors/in-kind donors.  If possible, secure a free location through members’ connections – we have held events at company conference rooms, art galleries, showrooms, and the restaurant where we hold the NYC Women’s Power Breakfast.
 FORMCHECKBOX 
  Conduct site visits as required.

As the event gets closer:

 FORMCHECKBOX 
  Get speakers’ biographies and pictures and decide if you’re going to create an event program.  
 FORMCHECKBOX 
  Develop and execute a promotional strategy.  Consider using: a Broadcast, the Events Calendar on the 85 Broads website, a Chapter newsletter, posting to the 85 Broads Facebook group, posting to relevant LinkedIn groups, Twitter, and emailing your personal and professional rolodexes.
 FORMCHECKBOX 
  Send out event invite (Broadcast) to Chapter members via Community Admin.
 FORMCHECKBOX 
  Develop press release (if applicable).

 FORMCHECKBOX 
  Secure media coverage, if possible. 
 FORMCHECKBOX 
  Start collecting RSVPs.  If using an event registration system such as RegOnline or Eventbrite, factor in the price of collecting RSVPs (can cost up to $5 extra per participant.)  We recommend charging a cancellation fee of $10 for members who cancel their registration before the RSVP deadline; after that we recommend allowing no refunds.  For members paying by check, send them an email several days prior to the event to confirm their participation – if they are no-shows, it is difficult to force them to pay for the event.
 FORMCHECKBOX 
  Establish any print materials:  signage, flyer, program etc.  Consider bringing flyers to announce upcoming Chapter or Club events.  If other companies or organizations request to distribute promotional materials at the event or make an announcement, they should be subscribing members of 85 Broads first (preferably Investor or Power Circle members.)
 FORMCHECKBOX 
  Reserve AV equipment (if applicable).
 FORMCHECKBOX 
  Order tables and chairs (if applicable).
 FORMCHECKBOX 
  Contact bookseller to order books and sell them at the event.
 FORMCHECKBOX 
  If applicable, find a videographer to film the event.
A few days before the event:

 FORMCHECKBOX 
  Finalize RSVPs and sign-in sheets.  Make a note of who needs to pay at the door and bring an envelope to collect cash and checks.
 FORMCHECKBOX 
  Confirm reservation of venue and final numbers.  Anticipate that you may have 10% or more no-shows, so for a very popular event it is fine to go over your limit, but be mindful of space restrictions / fire codes.
 FORMCHECKBOX 
  Finalize event set up.
 FORMCHECKBOX 
  Review and finalize budget.
 FORMCHECKBOX 
  Confirm food and beverage order has been placed.
 FORMCHECKBOX 
  Confirm books have arrived.
 FORMCHECKBOX 
  Determine who is managing food pick-up/ receipt of delivery.
 FORMCHECKBOX 
  Determine who is taking photos at the event.
 FORMCHECKBOX 
  Confirm who will handle registration / sign in.
 FORMCHECKBOX 
  Confirm who will blog about the event on 85broads.com afterward.
 FORMCHECKBOX 
  Prepare signage. 
 FORMCHECKBOX 
  Print signs, posters, and programs (if applicable).
 FORMCHECKBOX 
  Print 85 Broads nametags (print out blanks with the 85 Broads template).
 FORMCHECKBOX 
  Print sign-in sheets.
 FORMCHECKBOX 
  Print Copyright/Media Release Forms for speakers to sign.
 FORMCHECKBOX 
  Create event evaluation form (if applicable).
Day of event

 FORMCHECKBOX 
  Hold complete walk-through of space and set-up.
 FORMCHECKBOX 
  Check sound/light equipment.
 FORMCHECKBOX 
  Confirm that you have all marketing materials including nametags, sign-in sheets, brochures, pens, and highlighters.  
 FORMCHECKBOX 
  Arrive at the venue and set up the registration area early to greet event attendees who might show up before the start of the event.
 FORMCHECKBOX 
  Document the event: take photos and videotape the event, if possible.
 FORMCHECKBOX 
  Collect signed Copyright/Media Release Forms from speakers.
 FORMCHECKBOX 
  Circulate and collect event evaluation form (if applicable).
 FORMCHECKBOX 
  HAVE FUN!
Immediately after the event

 FORMCHECKBOX 
  Pack and inventory all rented materials.
 FORMCHECKBOX 
  Post photos from event on your Chapter’s page on 85broads.com
 FORMCHECKBOX 
  Send an event summary to 85 Broads.

 FORMCHECKBOX 
  Blog about event on 85broads.com
 FORMCHECKBOX 
  Share about events using Twitter. 

 FORMCHECKBOX 
  Pay any outstanding bills. 

 FORMCHECKBOX 
  Do a financial reconciliation.
 FORMCHECKBOX 
  Perform post-budget performance review.
 FORMCHECKBOX 
  Send thank-you notes.
 FORMCHECKBOX 
  Send follow up emails encouraging guests to join 85 Broads or non-subscribing members to activate their subscriptions.
 FORMCHECKBOX 
  If the speaker is not yet a member of 85 Broads, get her to join!  We will consider offering great speakers a year of complimentary membership in 85 Broads on a case-by-case basis.
 FORMCHECKBOX 
  Analyze event evaluations.
Don’t forget – we provide sample templates on the Chapter Resource Page that can help you with planning your event.  Feel free to customize your marketing materials but please do not alter the 85 Broads logo.
*See next page for 85 Broads Event Philosophy*

85 Broads Event Philosophy
Over the past decade, 85 Broads has been known for our fantastic, cutting-edge events.  We tend to stay away from events centered on work/life balance and “women’s issues.”  One conference model we’ve piloted is to have each panel with representatives from the SAME FIRM—not 5 women from 5 different firms!  When the latter happens, the conversation inevitably regresses to the “female mean”— the struggle to maintain work/life balance!  We want speakers to talk about their business, how they serve their clients – aka their love of the game.   
We seek out panelists and keynote speakers who speak with great passion about what they do.  We welcome men as speakers at our events as they’ve been some of our biggest supporters and best speakers.
Often our events offer the power of "The Story:" staying away from "how-to" seminars, network events feature personal accounts, real-life experiences, and tested strategies.
We definitely try to steer clear of paid speakers—we have tons of phenomenal women in our network that would be happy to speak for free.

Through our events we aim to:

· Connect women ACROSS industries and generations.

· Create powerful opportunities for members to connect with potential clients, mentors, and business contacts (both male and female!).

· Make the business case for networking.

· Educate women about what they COULD DO on the global stage as investors and entrepreneurs and business leaders so that they are then in a MUCH BETTER POSITION to invest in other women AT A MUCH EARLIER AGE.  
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