ARIZONA EVENT INDUSTRY AWARDS BEST CORPORATE EVENT
AWARD ENTRY
CHECKLIST

Awards the Planner, Producer, Coordinator, Catering Manager, etc. for the best corporate event planning within
respective budget categories. Corporate events include: company celebrations, employee or client appreciation
celebrations, meetings, dinners, conferences, trade shows, etc. Please note your budget category and answer the
following questions.

Create a new word processing document and name the file with your unique
Entry ID as assigned. Enter your Entry ID and Page #’s in the Footer of the
document so they show on every page of your submission.

Outline the client’s goals and objectives for the event and describe what the
critical success factors were in achieving these goals.

Describe the event’s overall design, including its complexity, creative elements,
marketing, production and/or logistical details and how these reflect the client’s
goals and objectives for the event.

Management Collateral -Include up to ten (10) items. (one photo is one item). 100 ch per
May include floorplans, timelines, contingency plans, production schedules, item; 10 items
insurance riders, renderings, BEOs, etc. Describe each item with a maximum of max

100 characters.

Multi-Media Collateral - Contains content that captures the essence of the Limit 1 ‘upload’
event. Collateral must be a video or Power Point presentation. This is only up to 5 min
required for Best Event Videography. Multi-media collateral may be savedin a

separate file using your Entry ID and “MMC” added to the file name.




