
                               

 

 
 

HOSTING A SUCCESSFUL BUSINESS AFTER HOURS: TIPS & CHECKLIST 
Thank you for hosting!  
Business After Hours is your chance to shine—showcase your business, connect with Chamber members, and create a 
memorable experience for your guests. 
 
To help you succeed, we’ve put together this quick guide. Remember: The Chamber is here to help you every step of 
the way! 
 
Questions?  
Contact us at (812) 336-6381 or email Hannah Hutton, Program Coordinator at hhutton@chamberbloomington.org. 

 
Pre-Event Planning 

• Start Early: Begin planning at least 3 months before your event. 
• Attend a BAH Before Hosting: Experience one to understand flow, energy, and best practices. 
• Check the Calendar: Coordinate with the Chamber to avoid major conflicts like IU games or community events. 
• Secure a Location: 

o Use your own space if possible. 
o Don’t have space? Partner with another Chamber member who does! (Hosts/co-hosts decide how to 

split costs.) 
• Plan for Parking: Think about overflow options, signage, or shuttles if needed. 
• Have a Weather Plan: Outdoor events are great—but always prepare for rain. 
• Insurance & Permits: Hosts are required to have event insurance and all necessary licenses. 

Making Your Event Memorable 
• Define Your Goals: Think about what you want to accomplish: 

o Introduce a new product or service 
o Drive future business 
o Celebrate a milestone 

• Create a fun experience: 
o Use a theme (Examples: Mardi Gras, Ugly Sweater, Beach Party, Tailgate) 
o Support a community cause (Toy Drive, Food Drive) 
o Offer entertainment (live music, DJ, trivia, games) 
o Provide tours of your facility 
o Use your own signage and include decorations to enhance your brand presence 
o Create networking games to get people mingling 

Marketing & Promotion 
• Chamber Promotions: We’ll handle emails, newsletters, social posts, and website listings. 
• Your Additional Marketing: You are welcome create your own flyers (Chamber must approve final version). 
• Social Media Tip: Since Business After Hours is a Chamber-member event, we recommend highlighting the 

experience in your social media posts afterward. Of course, you’re welcome to invite personal guests or 
partners directly ahead of time. 

• Provide Business Info: Have staff available to answer questions or offer tours. 
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Food, Beverage & Alcohol 
• Plan for 150–200 attendees. 
• Use Chamber-member caterers & bartenders (See Member Directory at www.ChamberBloomington.org). 
• Alcohol Services: A licensed bartender is required to serve alcohol—this is per Indiana alcohol serving laws. 

Consider hiring a bar service. 
• Alcohol Options: 

o Free for guests, or 
o Use drink tickets, or 
o Offer free drinks for a limited time. 

• Label food clearly to help with allergies or dietary needs. 
• Ensure catering and bar services are set up early (some guests arrive before the official start time). 

Your Speaking Opportunity 
• Before we begin drawing for the raffle prizes, you will have up to 5 minutes to speak to the crowd. Consider 

preparing remarks that: 
o Welcome guests 
o Share your business story 
o Highlight current promotions or services 
o Thank attendees, raffle prize donors, other vendors who helped 

Raffle Prizes 
• Guests love raffle prizes! Aim for at least one major prize and several smaller ones. 
• Solicit prizes from Chamber members (no “purchase required” conditions). 
• Recognize prize donors verbally and with signage. 
• Collect guest info with business cards or a punch card system (the Chamber will compile contact info for you 

post-event). 

Engaging Your Team 
• Hold a pre-event meeting with staff so they know what to expect. 
• Have staff attend a BAH before yours to get familiar with the format. 
• Ask staff to mix and mingle—this is your chance to build relationships! 
• Take photos! Use branded signage or props for great social posts later. 

Event Day Logistics 
• Housekeeping: Tidy the space, stock bathrooms, manage trash, adjust HVAC for comfort. 
• Registration Setup: Provide at least 2 tables, 4 chairs, and 2 wastebaskets. 
• Prize Table Setup: Provide at least 1 large or 2 small tables for the hopper and prizes. 
• Welcome Your Guests: Be available to greet attendees personally. 
• Chamber Signage: We’ll bring Chamber signs and help set them up at check-in. 
• Sound System: Make sure you have a microphone or PA system for announcements and prize drawings.  

Post Event Follow Up 
• Use the attendee list provided by the Chamber for thank-you notes or follow-ups. 
• Thank your door prize donors, vendors, and co-hosts in writing. 
• Share your feedback with the Chamber to help improve future events! 

Email: info@chamberbloomington.org 

Let’s Make Your Business After Hours a Success! 
We’re here to help make your event fun, engaging, and impactful—for your business and for the community. 

Please contact The Chamber should you have any questions or need additional 
information as you plan your Business After Hours event! 
Thank you! 
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