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Assign an event manager (responsible for overseeing the whole 
thing.)

Assign an event risk manager (responsible for health and safety.)

Know the venue, the facilities available, and the capacity of the venue.

Have a contingency plan if the venue is suddenly unavailable.

Assess the venue for any hazards (for example, ice in the winter.)

Have at least one staff member trained in �rst aid.

List all resources you will need, including equipment, power outlets, 
technology, handouts, toilets, chairs, tables, and catering. Itemize
each and prepare accordingly if one is missing, broken, or unavailable.

Consider food allergies with your catering. You can do this by 
requesting attendees to inform you of any special requirements.

Ensure there is adequate drinking water for attendees and staff.

Will there be any need for event security? Consider why and how you 
would provide this.

Keep a clear list of responsibilities and those who are assigned to 
oversee each item.

Review this list and prepare for any event risks.
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Review this list and prepare for any event risks.

Banzai supports the unique needs of marketers, growing their event audiences 
and creating more engaging marketing experiences that drive revenue. To learn 
more, visit us at banzai.io.

Is insurance required? Assign this task if needed.

Is there any need to control traf�c �ow/parking? Assign this task if 
needed.

Make a plan for any signage required. For example, signs to indicate 
hazards or to provide directions.

Have documented procedures for any emergencies. For example, how 
will you evacuate the building?

Ensure �re warning/prevention equipment is available and working.

Do you need any permits or licenses? Make sure these are obtained 
ahead of the event.

Serving alcohol? You’re going to need a plan to manage that, 
including responsible host practices.


