ONE OF A KIND EVENTS

The Ultimate Event Rental Checklist

A step-by-step planning tool for choosing the right rentals, production, and guest experiences —
in the right order.

EVENT SNAPSHOT
Event Type

Date & Venue

Guest Count Indoor / Outdoor

Step 1 - Define Your Event Before Renting Anything

Your event type, guest count, and venue drive nearly every rental decision that follows. Confirm these details first.

Venue Questions to Confirm

Indoor or outdoor (weather protection / power Elevator dimensions (for stages, LED walls, dance

needs) floors)

Ceiling height and overhead / rigging restrictions Setup and breakdown time windows

Available electrical service Noise restrictions

Existing audio, visual, or lighting equipment Décor and installation rules (open flame,

provided adhesives, rigging)

Loading dock or service entrance access Tables, chairs, or staging already included by the
L venue

Step 2 - Build the Foundation

These rentals shape the room layout and guest flow before décor, lighting, or entertainment is added.

Staging
Number of people using the stage Steps and ADA accessibility
Equipment placed on stage (podium, instruments, Podium or presentation furniture
screens) 1

LED wall or scenic backdrop integration
Audience sightlines from every seating area ]

Clear space around the stage for movement
Stage height appropriate for the room —

Dance Floor
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Size based on guests dancing at once (not total
headcount)

Placement near DJ, entertainment, and main
seating

Tables & Chairs

Round, rectangular, cocktail, or communal tables
Ceremony seating (if applicable)
Specialty or high-top chairs

Lounge Furniture

Sofas, ottomans, coffee tables, or accent chairs

Placed near cocktail areas, bars, or photo
activations

Style: wood, vinyl-wrapped, LED, glossy, or
checkered

Custom graphics, monogram, or branded floor
wrap

Layout matches format: seated dinner, reception,
or conference

Room left for servers, performers, and crew to
move

Supports networking (corporate) or a break from
dancing (social)

Defines open space without permanent structures
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Step 3 - Plan the Guest Experience

Once the layout is set, decide how guests will engage once they're in the room.

Entertainment

Professional DJ

Live musicians (ceremony, cocktail hour, dinner, or
dancing)

Professional MC to manage flow and
announcements

Photo Booths

Open-air, glam, 360 video, or Al photo booth
Available floor space and backdrop size

Digital vs. printed photos

Interactive Experiences

Digital photo or live social media activations

Games, competitions, or product demos

Specialty Enhancements

Indoor cold sparklers (confirm venue permits)

Low-lying fog / "clouds" effect for first dance

Step 4

Don't Overlook Production

DJ and live music hybrid
Specialty entertainers or performers

Background music plan for in-between moments

Custom graphics, props, and branding

Placement that doesn't block entrances or
walkways

Guest message walls or branded content stations

Simple enough for guests to join without a long
explanation

Oversized letters or initials

Projected monogram (dance floor, wall, or
backdrop)

Audio, lighting, video, and scenic elements should be planned as one connected system.

Audio
Coverage matches room size and acoustics
Wireless microphones for speakers or presenters

Monitors for musicians or performers

Lighting
Uplighting for architecture and atmosphere
Stage and pinspot lighting

Dance floor / intelligent moving lights

Dedicated audio technician for large events

Even volume front-to-back (no dead zones or hot
spots)

Monogram projection

Lighting transitions with the event (dinner -
dancing)
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LED Video Walls

Sized to stage / venue dimensions Viewing distance considered for legibility
Content designed for exact screen dimensions Live camera feed or presentation switching
needed
DJ Booth
Style matches event design (branded, scenic, Direct communication with MC and production
LED-integrated) crew

Clear sightline to the dance floor

Stage Backdrop

Fabric, printed graphic, scenic panel, or LED wall |:| Reflects brand (corporate) or atmosphere

. . o (wedding/gala)
Designed around stage size, lighting, and camera

angles

Step 5 - Branding & Personalization

Keep the visual direction consistent rather than adding a logo to every surface.

Names, initials, or colors reflected in décor Branded DJ booth finishes

Company / campaign branding on LED content Welcome, directional, and schedule signage

Custom floor wraps or dance floor graphics Sponsor recognition (logos sized appropriately, not
overwhelming)

Step 6 - The Rentals People Forget

Small logistical items are easy to overlook but often determine whether the event runs smoothly.

B Podiums for speakers or presentations ] Extension cords and power distribution
B Pipe and drape to divide spaces or hide equipment B Cable ramps for tripping hazards

B Stanchions / crowd-control barriers B Charging stations for guests

B Easels for seating charts or sighage B Backup microphones

B Coat racks (cold-weather events) B Wayfinding signage

B Registration counters (conferences) o
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Step 7 - Event Rental Planning Timeline

Work backward from your event date so nothing gets booked too late.

When What to Book

6—12 Months Before Major production: staging, dance floor, LED video walls, custom fabrication, lighting,
large scenic installations.

3—-6 Months Before Entertainment and guest-facing rentals: DJ, MC, live musicians, photo booth, specialty
effects, interactive experiences.

1 Month Before Finalize attendance, room layout, furniture quantities, stage requirements, branding,
screen content, signage, and schedule.

Final Week Confirm deliveryl/installation times, venue access, power requirements, vendor
contacts, load-in, and breakdown. Do a final walkthrough.
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