
CHECKLIST

Organizing	a	Sustainable	Meeting
Tick	each	box	as	the	corresponding	step	is	completed.

1 Planning	&	Strategy
Define	the	sustainability	goals	of	the	event	(e.g.	waste	reduction,	local
sourcing,	lower	carbon	footprint).
Create	a	sustainability	policy	for	the	event.
Plan	communication	to	participants	about	responsible	participation
guidelines.
Include	DEI	aspects	(diversity,	equity,	inclusion).
Select	vendors	that	apply	sustainable	practices.
Plan	how	to	measure	the	event's	impact	(energy,	transport,	waste).

2 Venue	&	Location
Choose	a	venue	with	environmental	certifications	(e.g.	LEED,	BREEAM,
Green	Key).
Check	the	venue's	policy	on	energy,	waste,	water	and	food	safety.
Ensure	access	to	public	transport	/	cycling	infrastructure.
Ensure	facilities	for	people	with	disabilities.
Ask	about	the	availability	of	LED	lighting	and	energy-efficient	equipment.

3 Transport	&	Logistics
Encourage	participants	to	travel	green:	public	transport,	carpooling,
bicycles.
Provide	maps,	directions	and	low-emission	options.
Limit	individual	transfers	—	use	grouping	or	eco-transport.
Consider	CO₂	emission	offsetting	(with	certified	partners).

4 Catering	&	Food
Choose	a	menu	based	on	local	and	seasonal	products.
Offer	vegetarian/vegan	options	as	the	default.
Avoid	single-use	packaging	and	plastic.
Provide	proper	allergen	and	dietary	labelling.
Arrange	for	surplus	food	to	be	donated,	e.g.	to	NGOs.
Ask	the	caterer	about	certifications	such	as	Fair	Trade,	MSC,	organic.

5 Materials	&	Event	Production
Limit	printing	—	use	apps,	QR	codes,	e-agendas.
If	printing	is	necessary:	recycled	paper,	FSC	certification.
Provide	reusable	badges	(no	single-use	plastic).
Choose	eco-friendly	giveaways	or	skip	them	altogether.
Design	reusable	stage	sets	or	ones	made	from	reclaimed	materials.
Set	up	recycling	and	waste	segregation	on	site.

6 Technology	&	Energy
Use	energy-efficient	(LED)	lighting.
Minimize	the	use	of	projectors	and	screens	where	not	necessary.
Agree	energy-management	rules	with	the	AV	supplier.
Use	equipment	with	energy-efficiency	certifications.

7 Communication	&	Education
Before	the	event,	inform	participants	about	green	initiatives	and
participation	rules.
During	the	event,	display	signage	and	messaging	about	waste
segregation,	water	and	transport.
Raise	participants'	awareness	of	the	impact	of	their	choices	(e.g.	saving
energy).
Share	a	sustainability	impact	report	after	the	event.

8 Suppliers	&	Partners
Check	suppliers'	CSR	policies.
Ask	about	local	employment	and	fair	employment	practices.
Choose	partners	that	eliminate	single-use	plastic.
Make	sure	delivery	transport	is	optimized.

9 Waste	&	Circular	Economy
Ensure	clear	waste	segregation.
Arrange	recycling	of	stage	sets,	printed	materials	and	decorations.
Avoid	single-use	elements	—	choose	reusable	ones.
Introduce	a	“zero	waste”	principle	for	catering.

10 Post-Event	Evaluation
Measure	the	event's	actual	carbon	footprint.
Assess	how	well	the	sustainability	goals	were	achieved.
Collect	feedback	from	participants	on	the	ecological	solutions.
Update	the	checklist	and	standards	for	the	future.
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