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Live Event Checklist

Please note that your specific event may have different needs and requirements. In our
experience these are the most often forgotten and can really make/break a live event.
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Music Playlist

(Set the ambience)

Name Tags
(Name, company, and your branding)

Sound System (Microphone, speakers, mixer, stands, cords)
(Recommended for events with 50 + attendees)

Bottled Water

(Speakers and entertainers often prefer room temperature water)

Promotional Materials
(Business Cards, Postcards, Brochures)

Giveaway & Email Opt-In

(Collect contact information from attendees/prospective leads)

Thank You Gifts

(The more personalized to the individual, the better)

Ice Breaker Activity
(Anything that gets people moving around and conversing with one another)

Sound Check

(Allow time to test and troubleshoot all audio/visual components)

Selfie Station w/ Your Branding
(Give attendees a way to share their experience on social media)
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