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	DID YOU RE-THINK YOUR OWN EVENT DESIGN?

A practical checklist to help you identify simple opportunities 
to reduce the environmental impact of your event.

Choosing the right destination, selecting a more sustainable venue, 
designing your catering, planning transport and reducing unnecessary 
waste can all make a significant difference to your event's environmental 
impact. Many of these decisions can also reduce costs and support your organization's sustainability goals.

This checklist is intended as a practical starting point rather than 
a complete assessment of an event's sustainability. Every event is different, 
and the impact of individual decisions will depend on factors such as location, audience and event requirements. Use it to identify opportunities and ask 
better questions.  


 
DESTINATION & TRAVEL 
Before confirming your destination, consider: 
	Have you selected the destination with  
the lowest practical travel emissions? 
	  

	Can more attendees travel by train  
or other lower-emission transport? 
	 

	Have you considered overall travel  
time as well as emissions? 
	 

	Have you explored opportunities for shared transport where appropriate? 
	 

	Have you communicated sustainable  
travel options to attendees? 
	 


 
VENUE 
When selecting your venue, ask: 
	Does the venue hold recognized sustainability certifications? 
	  

	Does the venue have programs to reduce energy and water consumption? 
	 

	Does the venue actively minimize waste and single-use plastics? 
	 

	Are hotels, meeting spaces and social activities within walking distance where possible? 
	 

	Have local suppliers been considered? 
	 


 
FOOD & BEVERAGE 
Food choices can have a significant impact on event emissions.
Consider whether you have: 

	Reduced or avoided red meat  
where appropriate 
	  

	Reduced food waste through accurate attendee numbers 
	 

	Included more plant-based menu options 
	 

	Prioritized seasonal or locally  
sourced ingredients 
	 


 
EVENT DELIVERY 
Small operational decisions can add up across an event. 
Review whether you have: 

	Reduced unnecessary printed materials 
	  

	Used reusable or recyclable  
materials where practical 
	 

	Minimized event giveaways  
and promotional items 
	 

	Planned waste and recycling arrangements 
	 

	Included sustainability messaging  
for attendees 
	 


 
MEASUREMENT & CONTINUOUS IMPROVEMENT 
Planning doesn't stop when the event ends.
Think about whether you will: 

	Measure your event's carbon footprint 
	  

	Collect the information needed  
for post-event reporting 
	 

	Review what worked well and where improvements can be made 
	 

	Share learnings with stakeholders 
	 

	Use the results to inform your next event 
	 


 
WHAT HAPPENS NEXT? 
Completing this checklist is a great first step, but turning plans into measurable outcomes requires the right tools and expertise. So, whether you're just starting your sustainability journey or looking to build on an established program, we're here to help you make informed decisions that create lasting impact. 
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Looking to create more sustainable meetings and events?
» ~ tolearn how BCD M&E can support

your sustainability journey.




