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Success is not an accident
Logistical planning and preparation serve to prevent disasters and ensure that an event runs

smoothly. Careful planning enhances the experience for the audience and allows presenters to
focus on communicating effectively. A well-planned event is a coordinated effort between all

parties involved. Be intentional about planning and the final execution will be a success.

Plan every detail
Logistical planning involves arranging who, what, when, and where for an event. Speaker and
location arrangements are among the first details to plan. This is followed by facility planning,
technology arrangements, and securing needed supplies. Determine who is responsible for 

each step. Communicate early and often to make decisions and confirm arrangements.

Keep detailed records
Create systems for tracking all arrangements and correspondence. Use digital or physical file

systems to store all records. Put all deadlines into a master timeline and communicate important
dates to all responsible parties. Strive to meet deadlines in advance. Check and double check 

the completion of each task. Keep careful notes for future reference.

Have a back-up plan  
Throughout the planning and preparation process, build in contingency plans because “life

happens.” It pays to expect the unexpected so that when disaster strikes it doesn’t take you by
surprise. Pack the umbrella, the extension cord, and the duct tape. Have contact information for

all of the key players. Arrive early. Go over all of your lists, twice. Stay calm. Be flexible.

Maintain a positive attitude
From the start of planning through reading the final evaluation, keep a positive attitude. Be the
person others want to work with. Be observant, attending to the details without getting bogged
down. Focus on the purpose for the event and the people involved. When things go wrong, and

they likely will, maintain your composure. You will be remembered for handling things well.


