
Diversity, Equity, and Inclusion Event Planning Checklist 
This checklist is meant to help event professionals equip themselves with the strategies and knowledge needed to
create welcoming experiences for all attendees. Explore each diversity category below to learn how to champion
inclusion in creative, yet meaningful ways. 

Translate event materials into several languages and provide them ahead of time on your website. 
Ensure your venue provides lactation rooms and family-friendly restrooms, if applicable. 
Feature multi-cultural event entertainment, such as a cooking demonstration or cultural dance. 
Host a “virtual travel tour” where attendees use technology to explore different world cultures.
Embrace multi-cultural food, beverages, and snacks that connect attendees with other cultures. 

Cultural Diversity
Characteristics relating to a person’s ethnic background, including a person’s customs, family values, and languages. 

Create a diversity policy and a method for measuring your goals, objectives, and targets. 
Appoint a “diversity champion” on your team to remind everyone of your goals and guidelines. 
Build an event planning team of people with differing backgrounds, cultures, abilities, and values. 
Partner with a variety of organizations to help you tap into a more diverse group of eventgoers. 
Hire vendors and suppliers from women-owned and minority-owned businesses. 

Demographic Diversity
Characteristics relating to a person’s background, including a person's education, nationality, and socio-economic status.   

Feature Black, Indigenous, and People of Color (BIPOC) as presenters and panelists. 
Hire a diverse set of event announcers, emcees, and discussion panel moderators. 
Refrain from asking minority speakers to speak only on diversity; invite them to cover an event-specific topic. 
Schedule several breakout sessions comprised of many diverse speakers to avoid tokenizing. 
Create a safe space for difficult conversations to empower attendees to share ideas and opinions. 

Racial Diversity
Characteristics relating to a person’s race, including but not limited to Caucasian, Black, African American, American Indian,
Alaska Native, Native Hawaiian, Pacific Islander, and Asian.

Avoid event dates that coincide with religious holidays in different faiths. 
Provide multi-faith prayer rooms and quiet rooms for use during the conference. 
Create a “mocktail” drink menu for attendees who choose not to consume alcohol. 
Ensure dress code policies don't inadvertently discriminate against religious garb or facial hair. 
Hire a catering company that is willing to work with Kosher, Halal, and other faith-based dietary needs. 

Religious Diversity
Characteristics relating to a person’s spiritual beliefs, which may be founded in Atheism, Buddhism, Christianity, Hinduism,
Islam, Judaism, Sikhism, Indigenous Religions, or other religions.  



Design an accessible event website that’s easy to read and simple to navigate for all attendees. 
Communicate event information using multiple mediums (I.e., print, email, social media, website, etc.) 
Provide several ways to contact your event team (I.e., phone number, email, contact form, etc.) 
Write instructions on how to download and utilize your event’s mobile app. 
Create expert panels consisting of people of differing ages and experience levels. 

Age Diversity
Characteristics relating to a person’s age and generation, such as the Silent Generation (born 1928-1945), Baby Boomers
(born 1946-1964), Generation X (born 1965-1980), Generation Y (born 1981-1996), and Generation Z (born 1997-2012).

Use inclusive imagery and language in marketing collateral for your event. 
Select a venue that values inclusive restroom policies and/or gender-neutral restrooms. 
Implement a zero-tolerance policy for homophobic or transphobic language at your event. 
Ask attendees for their pronouns during registration, then display them on event badges. 
Use gender-inclusive language to address the crowd, (I.e., “Welcome everyone/folks/guests!”)  
 

Gender Identity and Sexual Orientation Diversity 
Characteristics relating to a person’s gender identity and their attraction to others.  

Select a venue with ramp access, elevators, and enough space to accommodate mobility aids. 
Make sure check-in tables, signage, and materials are easily accessible and legible for everyone. 
Offer virtual event access to accommodate attendees who are unable to travel to your event. 
Ensure off-site activities and social gatherings are held in ADA-accessible locations. 
Provide access to interpreters, assistive listening devices, and open/closed captioning services. 

Ability Diversity 
Characteristics relating to a person’s physical, emotional, and intellectual abilities. Attendees may need accommodations
for physical, sensory, cognitive, intellectual, mental, or chronic disease-related disability needs.

Plan activities and breakout sessions that celebrate diversity, equity, and inclusion. 
Provide introvert-friendly networking options, small-group gatherings, and quiet spaces to unwind. 
Embrace different presentation styles (I.e., lecture style, hands-on workshop, round-table discussion, etc.) 
Infuse philanthropy into your event agenda, like sorting canned goods, planting trees, or volunteering. 
Send a post-event survey that asks for attendees' thoughts on inclusion and accessibility at the event. 

Personal and Professional Diversity 
Characteristics relating to a person’s life experiences. These characteristics are not protected by law, but instead, shape a
person’s viewpoints. Examples include learning preferences, political beliefs, motivation, goals, and skills.  

This checklist is brought to you by pc/nametag, an event supplier with more than 40 years of experience helping business and event
professionals create meaningful connections through custom-branded products and unique service offerings. Visit pcnametag.com to
explore customizable name tags, badges, lanyards, badge ribbons, branded products, and office supplies, or call  888.362.8759 to discuss
ideas with a team member. We look forward to helping you create welcoming and inclusive event experiences for every attendee!


