
 

 
Planning Engagement Events 
Checklist 
 
 
 

 

 Choose topic 

 Establish budget 

 Identify audience 

 Choose event format 

 Date & time 

 Book venue 

 Book catering/drinks 

 Create booking form 

 Write risk assessment  

 Promote event 

 Consider details of event delivery 
 
 
 
 
 
 
 
 
 
 


