
SHAPED BY YOU.

15 ESSENTIAL TASKS  
TO PLAN AN EVENT

EVENT  
PLANNING  
GUIDE



HERE’S EVERYTHING  
YOU NEED TO DO  
FROM START TO FINISH.

STEP 1  
DEFINE THE PURPOSE  
OF YOUR EVENT

Every event is different and requires a tailored 
solution. To ensure you get the right solution for 
your event, start with a brief and articulate your why. 
What is the purpose of your event and what are 
you trying to achieve? Undertaking this exercise at 
the beginning of the planning process, allows you 
to be clear on your needs and assists your venue 
and suppliers in determining the best solution for 
your event. It also establishes a benchmark to help 
measure the success of your event.

It’s also important to understand your audience,  
as this helps with the fundamental details. Areas 
to consider include: what time to set the event, the 
types of speakers and where to pitch your content. 
Is your event for beginners or people experienced 
in their field? Would your attendees prefer a 
breakfast, lunch-time, or evening event? What 
location would be most suitable? 

STEP 2  
PUT TOGETHER  
A BUDGET

Start off by identifying line items for revenue and 
expenditure. Revenue may be generated through 
ticket sales, sponsorship or exhibition stands. 
Identify how many registrations you want to  
sell and how much revenue from sponsorship  
or exhibition stands you want to raise. 

With expenditure, allocate a percentage of your 
budget to each line item. The most common event 
expenditure includes: 

• Venue hire

• Food and beverage

• Technology

• Speakers and entertainment 

• Signage and branding 

• Marketing and promotion

• Event styling 

• Travel 

Include a contingency for unexpected costs.

BEFORE  
THE EVENT
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STEP 3  
SET YOUR TICKET PRICE.

Be clear from the get go on your pricing strategy. 
Will you offer discount pricing (Early Bird discounts, 
group discounts and exclusive discounts for VIP 
customers) or bundle pricing with package options?

Consider a ticketing partner such as Eventbrite who 
provide the tools and support required to promote 
your event.

STEP 4  
RESEARCH POTENTIAL 
SUPPLIERS 

A good supplier should offer you advice and be 
confident having conversations with you about 
what will work, what won’t and why. Sharing past 
experience is invaluable and this goes both ways. 
When dealing with a supplier, share as much 
information as possible to help them develop  
the best solution for your event. 

When assessing suppliers, ask yourself if there is 
a match between their core business and whether 
they can deliver on your event objectives. Leave 
your personal preferences at the door and consider 
the audience, guests and key stakeholders. What 
are their wants, needs and expectations? Be sure 
that your decisions have their best interest at heart.

WHEN PLANNING AN EVENT, YOU WANT 
SUPPORT. A DEDICATED EVENT PLANNER 
CAN PROVIDE YOU WITH IDEAS AND 
RECOMMENDATIONS TO ASSIST WITH 
DETERMINING THE BEST SET UP FOR YOUR 
EVENT. FOR MORE COMPLEX EVENTS YOU 
SHOULD BE PROVIDED WITH A CUSTOMISED 
FLOOR PLAN, SO YOU CAN BE CONFIDENT 
OF THE SET UP BEFORE YOUR EVENT DAY. 

“ When selecting a venue look at the inclusions 
carefully. Some venues can hide costs by 
not including all of them in your quote, for 
example; Day Delegate packages do not 
always include technology. Also, think about 
quality when comparing price. A premium 
product will always be slightly more expensive 
than something more basic. Consider the 
delegate experience and what will take your 
event to the next level.” 

EVENT PLANNER’S TIP 
EMILY MORNANE, SENIOR SALES EXECUTIVE

BEFORE  
THE EVENT

STEP 5  
SELECT A VENUE

Ensure the venue you select aligns with your brand, 
whilst taking into consideration the type of event 
and capacity requirements. Once you’ve narrowed 
your search, book in for a site visit, so that you can 
visualise the space and ensure that it’s the best fit 
for your event.

View our spaces.
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https://www.eventbrite.com/
https://mcec.com.au/plan/rooms-and-spaces#SelectedType=69F79A39F42441E9AEB9B2151EDF2E0E&SelectedSize=0B31C95DF36142389B912EA2A21C08BF


BEFORE  
THE EVENT

STEP 6  
SELECT YOUR MENU

If there is one thing attendees take seriously, its 
food. They want fresh, creative and healthy menus 
that cater to a variety of dietary needs. Your food 
should form part of the event experience and be  
a talking point for attendees. Think about the entire 
experience from the first morning coffee to the  
last evening wine. 

Your event planner can assist you with menu 
selection and advise what will work best for your 
program and audience. Some venues offer menu 
tastings – make sure you ask if this is an option. 
Depending on minimum spend and attendee 
numbers a menu tasting is encouraged. 

Check out our range of menus.

“ Consider choosing something 
warm for morning tea, as 
these options are perceived 
as being more substantial 
and will assist in keeping 
delegates full and energised 
until lunch. Consider a sweet 
treat for afternoon tea to 
satisfy any afternoon sugar 
cravings. The most important 
thing when selecting your 
menu is ensuring there is 
variety to suit your audience.” 

EVENT PLANNER’S TIP
NATALIE MINGOVSKI,  
SENIOR SALES EXECUTIVE

STEP 7 
SELECT YOUR  
TECHNOLOGY PARTNER

Technology can be one of the most stressful 
elements of running an event. Do I have the right 
technology? Is it easy to use? Will it work on the 
day? The benefit of a venue like MCEC is that this 
expertise is in-house, your Technology Planner, 
will work with you to develop the best technology 
solution for your event. Having services in-house 
also means our team are venue experts and  
have the knowledge to support and execute  
your event successfully. 

Check out our Technology Guides.

STEP 8  
START YOUR SEARCH FOR 
SPEAKERS AND SPONSORS

Seek out subject matter experts for your event 
through professional networks. For keynote 
speakers you can harness the services of a  
speaker’s bureau such as Saxton or ICMI. 

When researching sponsors to target, think about 
the fit with your brand and what sponsors can 
benefit from being associated with your event e.g. 
brand awareness, lead generation, education about 
a new product or service. Ensure you establish 
a formal agreement outlining what you’ll receive 
and what you’ll give in return, whether this be hard 
dollars or an exchange of goods or services. 

“ Does your speaker like to present away from  
the stage? If so, you may want to consider a  
lapel microphone, clicker and foldback monitor.  
This setup will ensure they can present without 
turning their back to the audience. The audience 
will remain engaged the whole way through.” 

EVENT PLANNER’S TIP 
VANESSA BURKE, ACCOUNT MANAGER, TECHNOLOGY

SHAPED BY YOU.

BREAKFAST

MEnU

SHAPED BY YOU.

COCKTAIL EVENTS

MEnU

SHAPED BY YOU.

GALA EVENTS

MEnU
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https://mcec.com.au/plan/event-documents#menus 
https://mcec.com.au/plan/event-documents#technology-guides
https://www.saxton.com.au/
https://www.icmi.com.au/


STEP 9  
PROMOTE YOUR EVENT

Attendees are time poor so it’s important to  
be clear on the benefits of attending your event. 
On your website, outline who will be speaking, 
along with your program and speaker bios. 
Include additional information about the venue, 
accommodation options, flights and  
the destination. 

Venues may also be able to support your marketing 
efforts, through digital platforms, in-venue signage 
and in-destination partnerships. Check out our 
Event Organiser Marketing Guide. 

“ Use a platform like 
Mailchimp, now an all-in-
one marketing platform, so 
you can get to know your 
audience through insights. 
The platform also allows 
you to tailor your message 
through custom landing 
pages and to target your 
audience through Facebook 
ads, Google remarketing  
ads and social posting.” 

EVENT PLANNER’S TIP 
ANDREW CYPLES, MARKETING ADVISOR 

BEFORE  
THE EVENT

STEP 10  
BOOK YOUR 
ACCOMMODATION

When it comes to accommodation, look for  
options within easy walking distance to the venue 
and close to public transport, restaurants and 
cafes. At MCEC, your event planner can do the 
legwork for you and source group rates from our 
accommodation partners – Novotel Melbourne 
South Wharf, Pan Pacific Melbourne and Crowne 
Plaza Melbourne. 

Alternatively you can book online through websites 
such as HotelsCombined. 

STEP 11  
CONFIRM YOUR  
ATTENDEE NUMBERS 

Your event planner will send you an event planning 
schedule with the tasks required to be completed 
before event day. This is typically two weeks prior 
to your event with final attendee numbers, menu 
and beverage selection, room set up and payment 
needing to be confirmed. Certain elements of an 
event are very time specific (e.g. kitchen orders and 
rostering) therefore the venue needs final attendee 
numbers to ensure that the correct resourcing is 
allocated to your event.
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https://mcec.com.au/-/media/mcec/documents/redirect-docs-from-old-website/event-organiser-marketing-guide.ashx?la=en
https://mailchimp.com/
https://www.accorhotels.com/gb/hotel-B064-novotel-melbourne-south-wharf/index.shtml?adults=&children=&nights=&dateIn=
https://www.accorhotels.com/gb/hotel-B064-novotel-melbourne-south-wharf/index.shtml?adults=&children=&nights=&dateIn=
https://www.panpacific.com/en/hotels-and-resorts/pp-melbourne.html?utm_source=google&utm_medium=business_listing
https://www.ihg.com/crowneplaza/hotels/us/en/melbourne/melfs/hoteldetail?cm_mmc=GoogleMaps-_-CP-_-AU-_-MELFS
https://www.ihg.com/crowneplaza/hotels/us/en/melbourne/melfs/hoteldetail?cm_mmc=GoogleMaps-_-CP-_-AU-_-MELFS
https://www.hotelscombined.com.au/Place/Melbourne_Convention_and_Exhibition_Centre.htm?languageCode=EN


DURING  
YOUR EVENT

STEP 12  
ARRIVE AT THE  
VENUE EARLY AND  
MEET YOUR CREW 

Have your team meet at the venue ahead of time, 
check in with your primary event day contact and 
set up your registration area, pull up banners and 
event signage. If you require additional time to set 
up or bump out be sure to request this with your 
Event Planner before your event day to ensure 
venue staff are rostered on to support you. 

Your technology contact will be on hand to run  
you through the AV equipment. They will help  
you to load and test your presentations. At MCEC, 
we provide 30 minutes of complimentary technical 
assistance, per event day. 

Before your guests arrive, have your staff greet  
your attendees at the main entry and guide them  
to your event space. 

STEP 13  
REDUCE YOUR IMPACT  
ON THE ENVIRONMENT

Play your part in the war on waste and make  
your event sustainable. Here’s a few tips to reduce 
your impact:

• Eliminate printed collateral.

•  Keep your attendees caffeinated with a reusable 
coffee cup. 

•  Reuse stationary from previous events e.g. lanyards.

•  Considering giveaways? We encourage customers 
to consider environmental impact when choosing 
promotional items.

•  Use digital signage. Our Event Organiser 
Marketing Guide provides an overview of the 
digital signage opportunities, including digital 
door cards, wayfinding and promotional screens. 

•  Select a venue that uses renewable energy.  
In 2018 MCEC, MCEC supported the 
development of a wind farm in regional Victoria, 
enabling us to offset the projected electricity  
use of our 20,000 square metre expansion space.

•  Ask your suppliers about their waste management 
practices including waste separation and 
composting. At MCEC, our onsite organic 
dehydrator reduces the volume of organic  
waste by 75–80 per cent. 

•  Select venues that donate left-over food to  
food rescue programs. MCEC’s partnership  
with OzHarvest saw the redistribution of  
38,660 meals in 2018. 

•  Reduce food miles by selecting a menu that 
focusses on local produce. Our Conference menu 
features the 100 Mile Market Garden Menu option 
which sources all major ingredients from local 
farms and markets within a 100 mile radius of  
the venue.

Learn more about our sustainability initiatives. 

EVENT PLANNING GUIDE 15 ESSENTIAL TASKS TO PLAN AN EVENT 5

https://mcec.com.au/-/media/mcec/documents/redirect-docs-from-old-website/event-organiser-marketing-guide.ashx?la=en
https://mcec.com.au/-/media/mcec/documents/redirect-docs-from-old-website/event-organiser-marketing-guide.ashx?la=en
https://www.ozharvest.org/
https://mcec.com.au/about-us/sustainability


STEP 14  
SURVEY YOUR  
ATTENDEES 

Survey your attendees with free tools such as 
SurveyMonkey. The platform includes free 
templates and sample questions. Measure  
how you performed against your original  
goals and objectives.

STEP 15  
DEBRIEF WITH  
YOUR TEAM, VENUE  
AND SUPPLIERS

Review your event brief against what you set  
out to achieve. Identify what worked, what didn’t  
and what could be improved. Involve your team, 
venue and suppliers in the process, so that they 
have the opportunity to provide feedback and  
help to improve your event next time around. 

At MCEC, our Event Planners undertake a follow  
up with customers. We also regularly survey  
event organisers, to help us to improve our  
service delivery. 

AFTER  
YOUR EVENT

“ If your event goes well and you decide to run 
the event again or a similar type of event, it 
pays to get in early and lock in your preferred 
dates with your venue and suppliers, to ensure 
that you don’t miss out.” 

EVENT PLANNER’S TIP 
NATALIE MINGOVSKI, SENIOR SALES EXECUTIVE
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https://www.surveymonkey.com/


NEED HELP PLANNING 
YOUR NEXT EVENT 

Get in touch sales@mcec.com.au  
or (03) 9235 8210. 

mailto:sales%40mcec.com.au?subject=

