
Corporate Event Planning Guide

Simply Fresh Events, an event-planning and catering company serving central Maryland, northern
Virginia and Washington DC, is pleased to present this wedding-planning resource and accompanying

worksheet. Call our office, (240) 685-2500, or visit www.simplyfreshevents.com and
www.weddingwire.com/ simplyfreshevents to learn more about the services we provide to make your

wedding uniquely yours. 

Whether it’s the company’s annual summer
celebration for 600 or a departmental family-
friendly gathering, the principles of planning a
successful corporate event remain consistent.

Know Your Attendees
Just like the saying that the three most
important factors in real estate are location,
location, location, the most important factors
in event planning are guests, guests, guests.
How many will attend? Are they employees,
clients, or family members? Are there any
special requirements to consider (such as
dietary restrictions, mobility needs, or
sensitivity to weather conditions)?
Understanding your audience provides the
foundation for crafting an event that will be
enjoyable and accessible for everyone.

Budgeting
If you have a limitless budget, you can skip this
section! Otherwise, establishing a budget early
on is crucial. Consider the primary expenses: 

catering, venue rental, decorations,
entertainment, and any additional items like
branded favors, photography, or awards. Once
you've outlined these line items, assign an
approximate percentage of the budget to each.

If a total budget is already set, you can allocate
accordingly. If not, make some educated
guesses for each category and adjust based on
initial estimates. Even ballpark figures are
helpful to guide decisions and prioritize key
elements as you proceed.

To Cater or Not to Cater?
This decision is pivotal for corporate events.
Whether to cater or DIY depends on the
budget and the expected number of attendees.
Bringing in a professional catering and event-
planning service can save time and alleviate
stress, allowing you to focus on interacting
with guests rather than managing logistics.
Catering companies can often customize
menus to accommodate dietary needs and
enhance the overall experience.



Selecting the Venue
The venue is the setting where your
event will unfold. Whether it’s a local
park, company campus, or rented event
space, carefully assess the facilities.
Consider parking availability,
accessibility for guests with mobility
needs, restroom locations, and whether
there’s adequate shelter for potential rain
or sun. If the event includes cooking or
outdoor activities, check for local
regulations and the availability of grills
or recreational amenities.

Choosing a Theme
A theme isn’t essential but can enhance
the experience and provide cohesion for
decor, invitations, and entertainment.
For instance, a “Tropical Getaway” theme
could include leis for attendees, steel
drum music, and a tropical-inspired
menu. Themes can be as simple or
elaborate as the budget allows, creating a
memorable ambiance that lets guests
know extra thought went into the event.

Decorations, Entertainment,
and Favors
Even subtle decorations and small favors
can elevate the atmosphere. You might
incorporate company colors into table
decor or set up branded signage.
Entertainment options vary widely:
consider a live band, a DJ, or interactive
activities like team-building games or
raffles. Branded favors, such as reusable
water bottles or potted succulents, make
great take-home gifts that reinforce your
company’s appreciation for attendees.

Hospitality is Key
The success of any corporate event
ultimately hinges on hospitality.
Thoughtful hosts who prioritize guest
comfort and create an engaging, well-
organized experience make all the
difference. Planning thoroughly allows
you and your team to enjoy the event
alongside your guests and foster a
welcoming atmosphere.
Planning ahead with these principles in
mind will help ensure your corporate
event is as enjoyable for your guests as it
is for your team.Looking for an easy way to incorporate these

suggestions into your next event plan? Visit
our website to download the worksheet which

accompanies this resource.


