EVENT SUCCESS CHECKLIST

18 things to confirm before the doors open

1. THE ENVIRONMENT COMMUNICATES
Lighting, sound, room setup, staging, and
timing tell the audience what deserves
attention.

SPEAKER INTRODUCTION
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Clear objectives,
organizational context,
audience profile, and
estimated attendance have
been shared.

Backdrop colors and the
event theme have been
shared.

The stage and speaker are
properly lit.

The sound check is
complete.

A backup microphone is
ready.

The stage is clear and
safe.

The front row is
appropriately close.

2. THE AUDIENCE FOLLOWS YOUR LEAD

How you introduce, support, and reinforce
the speaker shapes how the audience
responds.
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Slides and videos have
been tested.

Presentation files have
been received and backed

up.

The speaker knows what
happens immediately
before and after the
keynote.

Books, handouts, and
promotional materials
have been received and
are onsite.

The confidence monitor
and timer are working and
visible.

The signing or
promotional table setup
and post-event handling
are confirmed.
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3. PREPARATION REDUCES RISK

Clear expectations, tested technology,
thoughtful transitions, and backup plans
increase engagement.

[] The introduction has
been practiced.

[] The speaker's name is
pronounced correctly.

[ ] The emcee knows how
and when to introduce
the speaker, pronounce
the name, and close
the segment.

TEAM

[] One onsite
decision-maker has
been identified, and
their contact
information has been
shared with the
speaker.

[ ] The event team is
using one final
run-of-show.

A prepared room helps the audience feel seen, supported, and ready to engage.



CORE AUTHENTICITY

CREATE AN EVENT
PEOPLE REMEMBER

Jeff Koziatek brings more than keynote
content. He brings decades of
experience onstage, backstage, and
behind the scenes - helping
organizations create events that
connect, deliver, and leave a lasting
impression.

This matters.

You matter.

This time together is
worth your attention.
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TALK ABOUT YOUR EVENT

Use and share this checklist freely when planning an event.
For speaking inquiries and event collaboration, contact Jeff directly.




