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PLAN LIKE AN
EVENT PRO
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TRANSFORMING IDEAS INTO
EXPERIENCES
Effective event design is the cornerstone of any successful celebration or
gathering. By mastering the art of planning, you transform abstract ideas into
unforgettable experiences. A well-planned event not only meets its objectives
but also creates lasting memories for all involved. This guide will walk you
through the top 10 essential tasks that will elevate your event design from
ordinary to extraordinary, ensuring that every detail is thoughtfully considered
and expertly executed. Whether you're organizing a corporate function, a
wedding, or a community festival, these key planning steps will set the
foundation for an event that truly shines.
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PURPOSE
AND
THEME
Determine the event’s purpose and
overall theme. This will guide all
design decisions, from decor to
invitations.
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Plan the event’s layout, including
seating arrangements, stage setup, and
any necessary areas such as
registration, dining, or entertainment
zones.

DESIGN LAYOUT

VISION BOARD VENUE
Develop a mood board that includes
colors, textures, and design elements
that align with the theme. This visual
tool helps ensure consistency in
design.

Choose a venue that complements the
theme and can accommodate the
event's logistics. Consider factors like
location, capacity, and ambiance.

PRICE PRICE



DECORATIONS
Select decorations, lighting, and furnishings that enhance the theme. This includes
table settings, floral arrangements, backdrops, and props.

$150.00PRICE



LIGHTING

MUSIC & ENTERTAINMENT

Design a lighting plan that creates the desired
atmosphere. Use different lighting techniques to highlight
key areas and set the mood.

Choose music and entertainment that fits the event’s
theme and appeals to the audience. This could include
live bands, DJs, or performers.

$320.00

PRICE

PRICE
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VENDORS
Work closely with vendors, such
as florists, caterers, and AV
specialists, to ensure they
understand the event’s design
vision and can deliver
accordingly.

$150.00

PRICE

PRICE



PRICE

INVITATIONS &
SIGNAGE

CONTINGENCIES

$75.00

PRICE

Create invitations, programs, and
signage that reflect the event’s
theme and provide clear information
to attendees.

Prepare for any potential issues by
having backup plans for elements
like weather, technical difficulties, or
last-minute changes in attendance
or layout.
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TIME TO GET READY
FOR YOUR NEXT
EVENTURE!

HOSTING IN AUSTIN, TX? 
WE’RE HERE FOR YOU!
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