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Legal Caveat

EAB Global, Inc. (“EAB”) has made efforts to 
verify the accuracy of the information it provides 
to partners. This report relies on data obtained 
from many sources, however, and EAB cannot 
guarantee the accuracy of the information 
provided or any analysis based thereon. In 
addition, neither EAB nor any of its affiliates 
(each, an “EAB Organization”) is in the business 
of giving legal, accounting, or other professional 
advice, and its reports should not be construed as 
professional advice. In particular, partners should 
not rely on any legal commentary in this report as 
a basis for action, or assume that any tactics 
described herein would be permitted by applicable 
law or appropriate for a given partner’s situation. 
Partners are advised to consult with appropriate 
professionals concerning legal, tax, or accounting 
issues, before implementing any of these tactics. 
No EAB Organization or any of its respective 
officers, directors, employees, or agents shall be 
liable for any claims, liabilities, or expenses 
relating to (a) any errors or omissions in this 
report, whether caused by any EAB Organization, 
or any of their respective employees or agents, or 
sources or other third parties, (b) any 
recommendation by any EAB Organization, or (c) 
failure of partner and its employees and agents to 
abide by the terms set forth herein.

EAB is a registered trademark of EAB Global, Inc. 
in the United States and other countries. Partners 
are not permitted to use these trademarks, or 
any other trademark, product name, service 
name, trade name, and logo of any EAB 
Organization without prior written consent of EAB. 
Other trademarks, product names, service 
names, trade names, and logos used within these 
pages are the property of their respective 
holders. Use of other company trademarks, 
product names, service names, trade names, and 
logos or images of the same does not necessarily 
constitute (a) an endorsement by such company 
of an EAB Organization and its products and 
services, or (b) an endorsement of the company 
or its products or services by an EAB 
Organization. No EAB Organization is affiliated 
with any such company.

IMPORTANT: Please read the following.

EAB has prepared this report for the exclusive use 
of its partners. Each partner acknowledges and 
agrees that this report and the information 
contained herein (collectively, the “Report”) are 
confidential and proprietary to EAB. By accepting 
delivery of this Report, each partner agrees to 
abide by the terms as stated herein, including the 
following:

1. All right, title, and interest in and to this 
Report is owned by an EAB Organization. 
Except as stated herein, no right, license, 
permission, or interest of any kind in this 
Report is intended to be given, transferred to, 
or acquired by a partner. Each partner is 
authorized to use this Report only to the 
extent expressly authorized herein.

2. Each partner shall not sell, license, republish, 
distribute, or post online or otherwise this 
Report, in part or in whole. Each partner shall 
not disseminate or permit the use of, and shall 
take reasonable precautions to prevent such 
dissemination or use of, this Report by (a) any 
of its employees and agents (except as stated 
below), or (b) any third party.

3. Each partner may make this Report available 
solely to those of its employees and agents 
who (a) are registered for the workshop or 
program of which this Report is a part, (b) 
require access to this Report in order to learn 
from the information described herein, and (c) 
agree not to disclose this Report to other 
employees or agents or any third party. Each 
partner shall use, and shall ensure that its 
employees and agents use, this Report for its 
internal use only. Each partner may make a 
limited number of copies, solely as adequate 
for use by its employees and agents in 
accordance with the terms herein.

4. Each partner shall not remove from this 
Report any confidential markings, copyright 
notices, and/or other similar indicia herein.

5. Each partner is responsible for any breach of 
its obligations as stated herein by any of its 
employees or agents.

6. If a partner is unwilling to abide by any of the 
foregoing obligations, then such partner shall 
promptly return this Report and all copies 
thereof to EAB. 
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Logistics

A Digital Events Checklist

Use the checklists on this page and the next to ensure your virtual events are engaging, well-scoped, and accessible 
to donors and alumni. Check off each consideration to keep track of details you’ve solidified and details you still  
need to confirm. 

Event Details Considerations

Time of Year Have you chosen a time of year to attract donor/alumni 
mindshare? (e.g. is the timing of your event respectful of 
religious holidays?) 

Time of Day Is the event scheduled to accommodate donor/alumni 
preferences, traditional and non-traditional job schedules, and 
different time zones?

Length of Event Has Zoom fatigue been considered when determining the length 
of the event?

Registration Can donors/alumni sign up in advance? 

Attendance Is there a registration cap to make the event more intimate? 

Has a minimum number of attendees been established to make 
the event a success? 

Technology Platform Has a platform been decided?

Can the platform you chose adjust settings before the event 
(e.g. mute attendees)?

Technology Support Can donors/alumni get technology support during the event? 

Have speakers been trained on the technology platform?

Staffing Support Have the number of support staff been decided and assigned? 

Have specific technology staff been assigned to the event?

Has a host been chosen for the event?  

Selecting Speakers Have guest speakers been chosen and invited? 

Have the speakers been educated on the goals of the event? 

Are the guest speakers available for the event?

Have other institutional attendees been recruited to participate? 

Accessibility Concerns Is there a way for attendees to say they need accommodations 
during the event? 

Have attendees’ accessibility needs been accommodated (e.g. 
closed captioning)?

Budget Implications Have budget implications for this event to be accessible been 
considered and budgeted for? 

Fees Has it been decided to make the event free or charge for it? 
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Strategic Considerations

A Digital Events Checklist

Event Details Considerations

Goals Has a specific outcome been chosen for the event? 

Has it been decided how attendees will ideally feel after the 
event?

Is there a specific action attendees should be ready to take after 
the event? 

Event Format Have the interactive components of the event been established 
to achieve your goal? 

Has the format of the event been crafted to reduce Zoom 
fatigue (e.g. are breaks included)

Tradition Have you included aspects of traditional in-person events to 
keep traditional events (e.g. homecoming) alive?

Cultivation Is there a plan to use attendance for cultivation?

Marketing Has a date been set in advance to begin marketing for the 
event? 

Have the recruitment platforms been decided (e.g. social media, 
alumni relations website, local and regional organizations)? 

Has a hook for event attendance been formed? 

Has a list of targeted participants been created? 

Partnerships Have you invited relevant institution partners and organizations 
to join the event? 

Sponsorship 
Opportunities

Have organizations been given the opportunity to sponsor the 
event?  

Measuring Outcomes Have metrics been set for the event? 

Has success in terms of metrics been determined?

Has a post-event survey been created? 

Follow-Up Is there a plan to track attendees in the CRM? 

Are registrants going to be sent anything in follow-up if they did 
not attend? 

Has a post-event thank-you communication been drafted?  
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