
VIRTUAL  EVENT
PLANNING



Our New Reality
WHY  HOST  A  VIRTUAL  EVENT

Virtual events are becoming more popular,

and it’s not hard to understand why. Aside

from the fact that COVID-19 makes large in-

person gatherings unsafe in a lot of places,

online events offer so much more freedom

and opportunities for hosts and companies

who want to connect with people.



Benefits of Going Virtual

LOWER  COSTS

Planning and hosting an in-person event comes with a

lot of costs and fees such as: venues, catering, travel, etc.

GLOBAL  REACH

Access to a much wider audience and allows new people

to connect, which is not possible when events require

physical attendance.

DATA  GATHERING

Visability on what parts of the event were the most

popular, what parts did not resonate and get live

feedback from attendees in writing. 



Selecting a Platform
DO  YOUR  RESEARCH

There are an overwhelming amount of

options when it comes to selecting a virtual

event software platform to use for hosting. 

Make a list of your event requirements and

budget before you schedule demos.



Communication

to Attendees

WHAT  TO  COVER

EVENT  LAUNCH

Save the date

Theme

REGISTRATION  NOW  OPEN

Include all details on how to register and

any promotions or discounts

PROGRAM  IS  AVAILABLE

Have a big splash over you program being

completely posted

WHY  REGISTER

Include statistics and speaker highlights

DONT  MISS  OUT

Play on FOMO and do one last push for

registration 



Building a Program

CONTENT

Host a workshop with

your team to list all the

required and wanted

content for your event

SPEAKERS

From the list of content

ideas, asign potential

speakers. Reach out to

them and one-by-one

confirm their

availability and interest. 

SCHEDULE

Create a flexible grid of

available time slots of

the course of your

event. As an available

speaker is matched

with a topic, assign

them a time slot. 



REVENUE

GENERATION

SPONSORS

Reaching out to business

partners to invest in your

event in exchange for

branding opportunities

PAID

REGISTRATION

Some events may be

complimentary, but if you

need to generate revenue,

a small fee is acceptable

EXHIBITORS

Reaching out to business

partners to invest in your

event in exchange for a

web presence 

SALES

Can't forget the

opportunity to sell your

products or services during

your event!



Get in Touch
Virtual  Event  Planning

WEBSITE

ww.MakeitSpecialEvents.com

EMAIL

info@makeitspecialevents.com


