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Run your event virtually or go hybrid

Communicate public transportation & carpooling options

Organize waste management with venue & caterers

Have clear & understandable waste logistics

Use sustainable catering

Have eco-friendly swag & giveaway options

Measure carbon footprint with free apps

Share your sustainability goals as part of communication plan

Include sustainability requirements in the RFPs and contracts you negotiate

Add a carbon offset fee and/or donation to your registration process

Select green event venue

Select sustainable event vendors

You’re here because you want to run an eco-friendly event, reduce your carbon 
footprint, and make all your competitors green with envy. We can get behind that! 

Sustainability is trending everywhere, and for good reason. The event industry has a 
responsibility to reduce our impact on the environment. But change isn’t always easy. 

To kickstart your eco-friendly planning, we’ve put together this checklist with 12 ideas 
to help you plan for a more sustainable event.  Download it to your phone, add it to 
your desktop, share it with your team, and get ready to go green!  
Your event (and the polar bears) will be better for it.

Sustainable Event Checklist

All rights reserved.
If you are considering repurposing the information contained in this document, please contact us at 
team@theevolve.community so we can review your request. Please ensure you reference the original 
source, including a link to Evolve Community at theevolve.community

mailto:team%40theevolve.community?subject=
https://hubs.ly/H0T7lhl0
https://hubs.ly/H0T7lhl0
https://theevolve.community


3Sustainable Event Checklist 3Sustainable Event Checklist

Appendix



4 Sustainable Event Checklist

1. Run your event virtually or go hybrid

3. Select sustainable event vendors

2.  Select green event venue

Research has shown that running a virtual event significantly cuts down on carbon emissions. If going entirely 
virtual is not a viable option for your event, going hybrid is the next best thing! Research from the University of 
Cambridge shows that decreased carbon emissions from air & ground transportation, hotel & accommodations, 
food production, venue energy, and material waste make hybrid events an excellent choice for sustainability. 

The team over at Happily has a non-exhaustive and open-sourced database of sustainable event vendors. 
Thanks to their wonderful network of event planners, this list of sustainable vendors has already been vetted by 
other eventprofs. Feel free to add your own vendors and contribute to the list! 

If possible, see if your venue has sustainability certifications. Examples of certificates include:

• the Leadership in Energy & Environmental Design certification (LEED)

• IACC Green Star certification, 

• the Building Owners and Managers Association Building Environment Standards (BOMA BEST)

If sustainability certifications are not available, be sure to have a list of sustainable requirements you’d like your 
venue to have. Ideas include: 

• Renewable energy sources

• Use of reusable or compostable plates and utensils, 

• A venue that maximizes the use of natural lighting

• Best practices for energy efficiency such as motion-controlled light switches

• Venue is accessible by public transportation

Let your attendees know how this change has made a positive impact by comparing each event’s 
sustainability achievements year over year. This is a great way to highlight and celebrate your 
event’s lower impact for participants to see. 

Tip: A post-event survey can help inform 
your future decisions regarding accessibility, 
shuttle, or carpool options. 

4.  Communicate public transportation and carpooling options

Do the research for your attendees and post on social media or email a detailed map containing bus and 
train routes to all attendees. If the information is available, include fare prices or share a link that has a fare 
calculator.

If you’re unable to find a venue that has accessible public transportation options, consider incentivizing 
carpooling. Some incentives include offering: 

• Closer parking for carpools

• Discounted parking for carpools

• Discounted event tickets

https://www.tandfonline.com/doi/abs/10.1080/00207233.2020.1864190?journalCode=genv20
https://www.cambridge.org/core/journals/ps-political-science-and-politics/article/reducing-the-carbon-footprint-of-academic-conferences-by-online-participation-the-case-of-the-2020-virtual-european-consortium-for-political-research-general-conference/52BB934E514840AE704C278EC106ACE6
https://www.cambridge.org/core/journals/ps-political-science-and-politics/article/reducing-the-carbon-footprint-of-academic-conferences-by-online-participation-the-case-of-the-2020-virtual-european-consortium-for-political-research-general-conference/52BB934E514840AE704C278EC106ACE6
https://www.usgbc.org/help/what-leed
https://www.iacconline.org/environmental-initiatives
https://bomacanada.ca/bomabest/aboutbomabest/levels/
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5. Organize waste management with venue and caterers

6. Have clear and understandable waste logistics

Get specific about your recycling and compost expectations and ask if they can recycle paper, cardboard, tins, 
glass, plastic, or cooking oil? BioCycle, a global authority on organics recycling, has a definitive composting 
guide for events that can help.

Also, be upfront about pricing and ask if there is a cost associated with their recycling program that is outside 
of their regular operating expenses. If they are limited by the regional recycling facilities, see if you can send the 
plastics to specialist recycling centers. 

Ensure that you have labeled bins that are readily available all over your venue and include signage that is clear 
and understandable. Avoid placing your signs at the bottom of the bin and make sure they are at eye level. 

Also, restrict the aperture of your bins so that they align with what is supposed to be thrown in there, such as 
circular openings for cans and bottles or smaller slots for paper. The different covers on your bins will get people 
to think twice before they throw something in.  

Tip: If your venue requires support with additional resources for recycling, use this as a sponsorship 
opportunity. For example, give sponsors prime (recyclable or electronic) signage around the venue 
showing that they are partnering with your event to reduce your carbon footprint. 

7. Use sustainable catering

This includes: 

• Caterers that provide “farm to table” or organic options 

• Caterers that have been certified and proven to use sustainable methods 

• Opt for plated menus instead of buffets to reduce waste

• Provide more vegan and vegetarian options

• Work with local organizations to donate leftover food (Be sure to check local by-laws) 

8. Have eco-friendly swag and giveaway options 

To make your swag more sustainable, consider including: 

• Branded stainless steel pint cups

• Reusable bags

• Recycled cotton pouches

• Branded travel mugs or tumblers

• Reusable straws

• Plant kits

• Ethically sourced t-shirts or hoodies 

• Donate to charities or organizations as a prize

Tip: Get sponsors involved in these 
green giveaways. For example, if a 
certain number of attendees visit 
their booth and scan a QR code, they’ll 
donate to a local green initiative or 
charity. This is a great way for your 
sponsors to get visibility and play a 
part in helping the environment! 

https://www.biocycle.net/insiders-guide-to-compostables-collection-at-events/
https://www.biocycle.net/insiders-guide-to-compostables-collection-at-events/
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9. Measure carbon footprint with free apps

Measuring your event’s impact on the environment can help you take concrete actions to mitigate that impact. An 
event-specific carbon calculator can help you. Here are a few free carbon calculators to help you get started: 

•  Myclimate Event Carbon Calculator

•  terrapass Events Carbon Footprint Calculator (also offers you the  option of buying your carbon offsets)

•  Bonneville Environmental Foundation Event Calculator

11. Include sustainability requirements in the RFPs and contracts you negotiate

12. Share your sustainability goals as part of communication plan

When going through contracts or RFPs, make sure that the sustainability requirements are explicitly included. 
Suppliers and vendors should also show some kind of proof for any sustainability claims they make. If a company 
is making substantial promises about their sustainability practices which can impact your decision to do business 
with them, there needs to be evidence of that.

As part of your pre-event communications, share:

• Your sustainability goals

• Share carbon offset initiatives  

• Inform participants of how the different waste 
bins will look

• Be clear about what items are recyclable and 
compostable

• Explain your eco-friendly swag or donation 
choices 

End of Appendix

Include this information in: 

• Digital event programs

• Invitation emails

• Newsletters

• Social media

• Advertisements

• Wherever else you can get eyes on it! 

Tip: Include sustainability clauses from the onset of negotiation. This will help you to find cost-
effective options and avoid a potentially hefty last-minute markup from vendors. 

10. Add a carbon offset fee and/or donation to your registration process

Include an optional fee during the registration process that will encourage participants to offset their carbon 
emissions and buy their carbon offsets. You could also  add an optional donation to local environmental or 
animal conservation causes as part of their event registration fee. 

If possible, it would be even better to bake this fee into the price of their registration to minimize any confusion on 
the part of your attendees. Be transparent with where their donations are going.

Tip: Make sure you’re selecting a trustworthy and effective initiative like the UN Offset programme 
or terrapass so that these fees are used correctly. 

https://co2.myclimate.org/en/event_calculators/new
https://www.terrapass.com/carbon-footprint-calculator
https://store.b-e-f.org/event-calculator/
https://offset.climateneutralnow.org/
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Feedback on the Evolve Community is welcome any 
time of the day, night, or year.

Have suggestions to help us improve our platform? 
Want to see more of this or that in the newsletter? 
Looking for different content or networking 
opportunities?

Whatever it is, every voice in this community counts.

Now get out there and enjoy all that the Evolve 
community has to offer! 

And remember, you've got an open invitation to share 
your comments or suggestions with us anytime. 

Your open
invitation

What's on your mind?

https://swapcard.typeform.com/to/PxoO2xv2
https://swapcard.typeform.com/to/PxoO2xv2
https://swapcard.typeform.com/to/PxoO2xv2
https://www.theevolve.community/
https://swapcard.typeform.com/to/PxoO2xv2
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