
 

EVENT PLANNING TIMELINE 

 

📌📌 Upon Booking 
• Sign contract 
• Submit certificate of insurance 
• Pay deposit 

📅📅 3 Months Before Event 
• Meet with DECC event planner (phone, virtual, or in person) to establish overall plans 
• Share agenda and timeline for the event 
• Provide meeting room assignments 

🗓🗓 2 Months Before Event 
• Submit requests for table linens 
• Share the exhibitor floor plan 

📋📋 1 Month Before Event 
• Send final menu choices 
• Submit floor plans 
• Determine audiovisual (AV) needs 
• Communicate design element requests (drape, skirting, 3rd party décor and AV vendor) 
• Submit final exhibitor signage list 

✅ 2 Weeks Before Event 
• Finalize booth arrangements 
• Review and approve event order confirmations and floor plans 

🔔🔔 1 Week Before Event 
• Provide final meal guarantees to the DECC planner 

 
Please Note: 
• A 20% surcharge applies to guarantees or increases submitted after the due date and 

requires approval by the Director of Food Service 

• Any meeting or exhibit layout modifications made after the deadline will result in 
changeover fees. 
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