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The week leading up to an event can make or break the attendee experience. Small timing errors or overlooked details often pop up right after a daylight-saving shift, when energy levels and schedules are slightly off. This Week-Of Checklist helps planners tighten timelines, confirm communications, and minimize last-minute surprises—so your crew, speakers, and guests all stay in sync.
                          
                            🗓️ Week-of Checklist
5–7 Days Before
• Confirm all event calendars reflect the correct time.
• Send a “DST Reminder” note to crew, speakers, and attendees.
• Verify AV and transportation schedules.
• Adjust staff call times if they rely on personal devices.

3–4 Days Before
• Check all vendors’ arrival times.
• Confirm time on printed materials and slides.
• Update social posts and registration confirmations.

1–2 Days Before
• Reconfirm call sheets and stage cues.
• Add signage near registration: “Remember to Fall Back!”
• Prep coffee and hydration stations.
Event Day
• Arrive 15 minutes early.
• Open doors early to help guests settle.
• Play music or use energizers to reset the mood.
With these steps in place, your team can focus less on chasing timelines and more on creating experiences that run smoothly from start to finish. A few checks in the days leading up to your event help reduce stress points for everyone involved.
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