
Corporate Event AV Checklist
Work down it in order. Anything unticked at the load-in stage becomes a problem during the show.

Four weeks out
Attendee count and seating layout confirmed with the venue
Running order received from the client, with timings
Presentation format confirmed (slides, video, live demo, remote speaker)
Accessibility requirements agreed (captioning, hearing loop, interpretation)
Site visit booked, or venue technical pack received
Rigging points and weight limits confirmed in writing
Power supply and location confirmed
Get-in route measured — lift dimensions, stairs, distance to room

One week out
Equipment list finalised and reserved against the dates
Crew booked and briefed, with call times issued
Transport booked, load and unload times agreed with the venue
Speaker slides received, or a deadline for them agreed
Rehearsal time confirmed in the schedule
Backup plan agreed for the single point of failure (usually the laptop)
Venue contact and on-site phone numbers circulated to the crew

Load-in
Access confirmed on arrival, parking cleared
Power tested at the socket before anything is plugged into it
Rigging checked and signed off
Audio system rung out, feedback margin checked at show level
Every microphone tested, batteries fresh, spares labelled and to hand
Screen and projector aligned, resolution matched to the source
Presentation played end to end, including embedded video and audio
Lighting focused, cues recorded
Comms tested between all positions
Cable runs matted or taped where the public walk

Show
Presenters mic'd with time to spare, levels checked on each
Spare handheld live and within reach
Recording started, and confirmed to be recording
Someone is watching the room, not only the desk

Strike
Equipment counted back against the list before leaving
Damage or loss noted and photographed on site
Venue signed off, keys and passes returned
Client debrief booked while the event is still fresh

Everything above happens after the job is won. CueQuote handles the part before it — describe the event and get a 
branded, priced proposal out the same hour instead of the same week.

Start free at cuequote.com


