
 The 10 biggest event planning mistakes... 
 

1. Not having a schematic or diagram.  If you are planning on decorating, or 

bringing in a photographer or a DJ, or setting up auction tables, you need to give everyone an 
exact location for set up. Most hotels and venues have a diagram, called a “room schematic” to 
help their staff place stages, bars, tables and chairs in the room.  Get a copy of this diagram 
early in your planning process.  Update this diagram as you work with the venue to finalize 
plans for the event.  Ask your venue if the diagram is to scale (often they are not accurate).  If 
there is no diagram, ask the venue when you can take measurements, and bring a long tape 
measure and a notepad.  Also ask the venue for ceiling heights, and for the height and size of 
any portable stages that you will use.  Be sure to put everything YOU are bringing in to the 
event on the schematic.  Ask your vendors or volunteers for their individual space require-
ments. On setup day, give everyone a copy of the final schematic. 

 

2. No signage - Don't assume that everyone knows where to go...post some signs to tell 

guests where to sign in, where to check their coats, where to park, where to get their picture 
taken, where to get fed.  Have signs professionally printed, or use a graphics program on your 
computer.  Make sure your caterer puts signage on or near buffet tables to tell the guests what 
is being served.  Professionally lettered signs should match with your event theme and color 
scheme.  Your guests will appreciate it. 

 

3. Unmarked Entrance – It should be obvious to your guests where the event is lo-

cated.  A well-lit and well decorated entrance will draw and welcome your guests to the venue.  
A lighted marquee with the name of the event and the host, plus red carpet and stanchions will 
make it clear where the action is. 

 

4. No Stage Decor - Banquet rooms and hotels typically provide a skirted portable riser 

for your entertainment or presentations -- you need to decorate the stage, carpet it, light it up, 
and put up stage curtains or a themed backdrop that ties into the theme of your event.  A 
lighted Marquee on stage is a nice touch, which can remind everyone of the theme, the host 
and the purpose of your event. 

 

5. No Room Décor – Décor is how you can differentiate your event from every other 

cookie-cutter buffet that your guests will attend this year.  If you have selected a theme for your 
event, be sure to tie in your centerpieces, stage, photo opportunities, and invitations.  Let your 
guests know that you did some serious planning!  Good caterers will decorate their food and 
drink stations. Make sure that the venue coordinates linen colors with your theme.   A profes-
sional decorator takes it to the next level, by framing food and drink stations with backdrops, 
trees, lighting, and other three-dimensional props. 

6. No Room Lighting - There is no sense in decorating your event if you don't light up 

the decorations.  Color uplighting of the walls around the room ties everything in to your theme 
colors.   Also, if your venue is unattractive, turn off the ugly overhead lighting, use uplights and 
also light the room with color-gelled lights on lighting poles, aimed downward. 
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7. No Plan B - Outdoor events can be affected by rain or wind.  Look at weather statistics for 

your area, and use indoor locations during rainy or windy months, but if you must party out-
doors, we recommend a well –thought out contingency plan at an alternate location, keep a 
close watch on the Weather Channel. , and be ready to change your plans at the last minute. 

 

8. Low-budget Restrooms for outdoor events- If you need restrooms for an 

outdoor event be sure to use VIP restrooms with lighting, air conditioning, and running water.  
These restrooms are clean, and are maintained by attendants during the event.  Porta-potties 
are totally inappropriate for most events. 

9. No Centerpieces –- Centerpieces are an important part of your event decor!  Guests 

will be  looking at them all night long.  Centerpieces can be floral, non-floral, lighted, and/or 3D 
designs.  Pin-spotting of centerpieces (overhead lighting) provides a striking effect.  Be sure 
that centerpieces are not too tall or full so that guests at the same table can see each other and 
have a conversation. 

10. Generic Banquet Chairs – There are great boutique chair rental companies in 

major cities, but chair covers are widely available and they can transform the ordinary into the 
sublime.  Make sure they coordinate with the table linens and event colors. 

11. Not using a professional decorator or coordinator- A professional 

coordinator knows how to lay out a room for the best traffic flow, knows the best venues, ven-
dors and resources in the area, knows how to get the best look for your event budget, and can 
anticipate any problems or challenges that your event might encounter, because they have 
seen it all.  A professional decorator has all of the décor and lighting you need for dozens of 
different themes, and can match all your colors and theme items, and wrap everything together 
in one bill with one delivery charge. 

 

There are many more than ten things to take into consideration when planning 

or decorating an event, so visit www. fandangospecialevents.com, or contact 

Fandango Special Events Inc. at 800-798-2770. 
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