
MARK KAMP AKA MARVELLESS MARK®

Corporate Event Planning 
Checklist



Whether this is your first event or 

your 100th, you want to make it 

unforgettable. You want to create 

an experience for your attendees 

that rocks!

So, what’s the 
secret to creating a 
rock star event?

PLAN, PLAN, PLAN
It’s very simple: the better you plan, the more your event will rock. 

For any event, 95% of the work is done well in advance. By planning 

ahead, you’ll create raving fans who can’t stop talking about how 

awesome their experience was.

Here’s a checklist to make sure your attendees are head-banging 

in the aisles.
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1 Figure Out Your Goals
Before you start looking at venues or creating your marketing materials, you need 

to answer one very important question: Why are you throwing this event in the 

first place?

Do you want to motivate your employees or create stronger teams? Are you 

announcing a new product? Figure out what you want to accomplish and then 

everything else will be easier. 
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2 Set Your Budget
Rock stars may have an endless supply of funds...but you probably don’t. Discuss 

your budget early on with whoever is footing the bill. And then (here’s the kicker) 

stick to it! Take every possible expense into account. This can include (but is 

certainly not limited to):

• Venue
• Food and drinks
• Audio/Visual needs (equipment and operators)
• Staff
• Swag
• Speaker fees
• Travel and accommodations for out-of-state attendees or speakers
• Marketing and advertising costs
• Insurance

• Transportation from the airport and/or hotel to the venue

Keep in mind that incidentals will always occur. Leave yourself a bit of a cushion to 

make sure that you aren’t scrambling to pay bills the day-of.
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3 Decide On A Theme
The theme will depend on what you hope to accomplish at the event and what 

type of energy you’re looking for. For some events, you’ll look to maintain the 

serious, professional aura of the company, while during others you’ll want to give 

employees a chance to loosen their ties and let their hair down while they learn.

4 Find The Perfect Date
While you should always avoid holidays when planning an event, if you’re putting 

together a corporate event, you’ll also need to take the company calendar into 

consideration. Are there certain times of the year that are busier for your employees 

or your industry as a whole? Keep in mind you’ll be taking employees away from 

their jobs for a day or more. Take care not to pull them out of the office during busy 

season.
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5 Select A Location
Will you be planning a local event or whisking your team off to a distant locale? 

While traveling for a conference can be an exciting change of pace, you don’t have a 

tour bus to shuttle everyone around. Remember that it’s going to cost the company 

money to send their employees to an event out-of-state.

Once you’ve decided on the location for your event, look for a venue that meets 

your needs and fits your budget. Visit a few to see which one matches the energy 

level you’re looking to achieve.

6 Delegate Responsibility
While there are many solo artists that make it big, few do it without any backup 

whatsoever. Successful musicians have bands to help them put on their best 

performances and you should too. Create a committee of employees to help you 

handle the workload. Don’t have anyone at the company you can spare? Consider 

taking on an intern that you can teach while they assist with the grunt work.
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7 Research Speakers
While you may have the best venue in the world, the best food, and the coolest 

swag, that’s not what will make your attendees feel like rock stars. On the other 

hand, the right keynote and breakout speakers will.

The perfect speaker will be able to deliver the message you need, motivate your 

attendees, and literally have them out of their seats and dancing. Employees will 

return to work with a renewed excitement for their jobs and a desire to work 

together to move the company forward. There is no chicken dish or pastry that can 

accomplish that.
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8 Spread The Word
It’s difficult for a band to be successful without the proper airtime, and the same 

goes for your event. If you don’t put some effort (and money) into marketing your 

upcoming event, no one will know about it.

Develop focused messaging to attract your ideal attendees. Make sure you tell them 

what’s in it for them! Create a special web page or landing page to get attendees 

excited about what’s to come.

Ask the speaker to create a quick video explaining what event goers are going to 

experience.

For corporate events, include information on all internal communications giving 

employees a chance to schedule the travel time and arrange their workload. If 

it’s a public event, find out where your ideal audience spends time (social media, 

publications, events) and market there.
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9 Treat Your Vendors With Respect
People will often go out of their way to help others when they’ve been treated well 

and appreciated. Communicate clearly, openly, and frequently with your vendors 

so everyone knows what to expect come event time. Thank them for their hard 

work and treat everyone as a partner in making this event a success.

10 Decide What Attendees Will
Walk Away With
Let’s be honest, everyone loves swag. Your attendees may have everything they 

need, but they’ll never have everything they want. What can you send home with 

attendees that will keep the event (and what they learned) fresh in their minds? 

This can include branded notebooks, pens, stuffed animals, or even better, if your 

speaker(s) have books, copies for all of your attendees. They’ll not only have a good 

memory of the event, but they’ll also be able to learn more and apply the lessons.
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When you follow these simple 
steps to create a rock ‘n’ roll event 
like none you’ve ever seen. Your 
attendees will be raving about their 
experience for years to come.
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Plan Your Next Event with
Marvelless Mark®

Business wisdom is Rock N Roll’s untold story. Perform like a rock star in your business 

and in life by learning the innovative success principles of your favorite rock stars 

along with some serious business content. 

Visit marvellessmark.com or call 1-877-9-ROCK-ON to learn more about Mark Kamp 
aka Marvelless Mark®.

Invite Mark to Your Event

BOOK A LEGENDARY PERFORMANCE BY A 
BUSINESS ROCK STAR SPEAKER TODAY.

https://www.marvellessmark.com/
https://www.marvellessmark.com/book-marvelless-mark/

