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Hosting an event is easy. 
But hosting a GREAT event? Not so much.  

We’ve all hosted events before. Birthday parties. Holiday gatherings. The 
occasional office luncheon. You know the drill.  

But it turns out that hosting a professional-level event is an entirely different 
matter. For one thing, there’s a lot riding on it. You have people to ‘wow,’ a 
brand to enhance and budgets (and often a team) to manage.  

In other words: there’s plenty that can go wrong.  

This guide will walk you step-by-step through 10 rules that will help make your 
next event your best event. More importantly, it will describe how to avoid 
mistakes and be better prepared.  
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Rule #1: Hope for the best. Prepare for the worst. 

When planning events, we hope for the best, but due diligence requires that we 
simultaneously prepare for the worst. The pull of Murphy’s Law (“Anything that can 
go wrong, will”) is so strong that if you’re not preparing for it, you’re really not 
prepared.  

While Murphy’s Law, almost by definition, is not completely avoidable, there are 
some things you can do to reduce its potential impact. For starters, be sure to 
conduct a risk assessment early in the planning process. Outline the big and small 
things that could derail your event and develop a plan to mitigate them. As part of 
this process, don’t be afraid to clearly outline “plan B” (and if necessary, plans C and 
D).  

Rule #2: Great audio is under appreciated, but bad audio will not go unnoticed. 

If your attendees can’t hear what’s going on, they can’t follow what’s going on. Be 
sure to invest necessary resources in an audio system — microphones and speakers, 
specifically — that will do the job you’re asking of it.  

Part of this process is testing the equipment early. But remember: audio can sound 
very different in a crowded room than an empty hall. These days, you will also want 
to check for any points of electronic or physical interference that could get in the 
way of any wireless radio or Bluetooth signals. When in doubt, hire a professional to 
help. Audio is simply too important to be left to chance.  

Rule #3: If it’s not in writing, it doesn’t count. 

Chances are your event involves hundreds, if not thousands, of details. And often 
these details are flying at you from all sorts of different sources, including 
presenters, vendors, attendees and others.  

Be certain to get any requests — from presenters’ audio/visual needs to vendor 
agreements — in writing. Organize them in a notebook or file folder by category so 
you can reference them when making your pre-event checklist, or in the case of a 
dispute. 

MAKE YOUR NEXT EVENT 
YOUR BEST EVENT



Rule #4: Make the way known. 

You may know where you’re going, but many of your attendees won’t. And, it turns 
out, getting lost makes a poor first impression. Work with your venue to have well-
thought-out signage from the parking lot to your event.  

Since signage is often the very first on-site impression you make with your 
attendees, it’s smart to think it through. Make sure it looks good, it’s well branded 
and, most importantly shows people in the right direction!  

Rule #5: Know your audience. 

Every country, state, city, organization and even department within an organization 
can have its own unique culture. Applying a one-size-fits-all approach is a surefire 
way to unintentionally leave a bad impression.  

Avoid that by doing your research. Understand your key audiences, their 
expectations and their local customs and culture. This is as true for inter-company 
events as it is for international events. Don’t fight the differences, embrace them. 
Your event will shine in the eye of the attendees.  

Rule #6: Having an “in case of emergency” kit is a must. 

“Always be prepared” may be the Scout’s motto, but good event planners 
understand its importance, too. This means creating an “in case of emergency” kit 
with all the little items that you might need if (and when) Murphy’s law kicks in. (See 
Rule #1)  

Pens, pencils, extension cords, multi-tool, paper, pushpins, flashlights, tape (gaffer’s, 
duct, Scotch), electronics chargers, thumb drives, AV gear… you get the picture. Put 
your kit together in advance and have it with you the day of your event. After all, it 
seems the best way to not have a problem is to prepare for the problem. 
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Rule #7: Reliable WiFi is a must. Bad WiFi will ruin today’s events. 

Wireless internet access is absolutely imperative for today’s events. Plan ahead to be 
sure you have it, that the signal is strong and that it is easy for attendees to access. 
This means having clear instructions about how to log-on.  

Tip: Promoting good, easily accessible WiFi is a good way to turn prospective 
attendees into real-life attendees. People love knowing they can work, check email 
or waste time at an event, making it easier for them to RSVP.  

Rule #8: Know your numbers. Build in margin. 

This doesn’t mean you should always spend a lot, but you should always spend 
enough.  

As you create your event plan, be sure to include a detailed budget that shows how 
much you’ll be spending where. If the costs are higher than what you have allocated, 
you will then be able to make smart decisions that reflect your priorities instead of 
making last-minute cuts that may impact your event’s success. If you need help, 
contact a professional for advice on benchmarking certain costs against averages in 
your area. Things always cost more than you expect!  

Rule #9: Integrate social media w/ hashtags. 

A hashtags is a word or phrase preceded by a hash or pound sign (#) that is used to 
identify posts or tweets about a specific topic. For example, a hashtag for your event 
might be #companyname-grandopening.  

The secret to hashtags is to set them early, consistently promote them and ask 
attendees to use them. This way you’ll be able to use search functions in various 
social media applications to track how people are talking about your event. For 
hashtag success, keep them as short as possible and make sure they don’t conflict 
with other major hashtags. You can vet them through services like hashtags.org.  

Rule #10: Competing with other popular events.  

Face it: you’re not the only thing happening in the lives of your attendees. Be sure to 
check local, regional and industry calendars for any potential conflicts with other 
major events. Talk to potential attendees. Research past years to be sure there aren’t 
any “regular” conflicts. Be proactive. There is nothing worse than throwing a party 
and having nobody show up. 
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About Daniel Workman 

Daniel Workman is the founder and owner of Dreamedia Group Inc., a creative 
marketing and production company. In addition Daniel has served and led in church 
ministry and on local youth sports boards and other civic organizations. 

As a creative and a leader with over 20 years experience in Event Production, 
Worship Leading, Public Speaking, Ministry, Nonprofit, and Business Leadership, 
Daniel continues to bring vision, insight, and leadership in addition to a whole host 
of other skills to all of his endeavors. 

Daniel has had the privilege of doing events and other services for a wide range of 
corporate clients, businesses, churches, and other non-profit organizations through 
out the U.S. and around the world. 

In addition Daniel loves movies, sports and spending time with his family. Daniel 
currently resides in the Mobile, Alabama area together with his wife and 2 sons. 

Learn more about Daniel by visiting www.danielworkman.com or contact him at 
projects@danielworkman.com. 
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