
SUMMIT IN A BOX

DESIGN CHECKLIST



©  S U M M I T  I N  A  B O X 2

S
U

M
M

I
T

 
I

N
 

A
 

B
O

X
 

D
E

S
I

G
N

 
C

H
E

C
K

L
I

S
T

There’s a lot of design work to do for a summit and if you’re outsourcing to an 

assistant or designer, we want to make that hand-off a little easier on you. 

Here’s a list of all the design-related work we recommend completing for your 

summit with direct links to the associated templates. All your designer or VA should 

need to use these is speaker headshots and information about your summit such as 

the name, dates, and schedule. Enjoy!

TEMPLATES FOR SPEAKERS: These templates will be used to help your speakers 

stay on track and make it easier to create what they need to for your summit.

GRAPHICS FOR PROMOTION: Promoting your summit in a variety of places, and 

giving your speakers the resources to do so as well, is key to the success of your 

event. These templates are for a variety of platforms and types of graphics that will 

get your audience excited and wanting to sign up for your summit.

 � To-Do List

 � Presentation Guidelines

 � Worksheet template

 � Slides template

 � Facebook ads

 � Promoting Registration

 � All-Access Pass Retargeting

 � Instagram Stories

 � Instagram Story Promo: Promotion from you and your speakers including 

general announcements, speaker features, etc.

 � Instagram Story Shareable: Fun templates that you can use to get your 

audience engaged. Use them and fill-in-the blanks yourself, encourage your 

speakers to use them and share blank versions, and include them in your 

registration email sequence to help spread the word about your summit in a 

fun way!

https://www.summitinabox.co/products/summit-in-a-box/categories/1886755/posts/6320223
https://www.summitinabox.co/products/summit-in-a-box/categories/1886755/posts/6320186
https://www.summitinabox.co/products/summit-in-a-box/categories/1886755/posts/7916566
https://www.summitinabox.co/products/summit-in-a-box/categories/1886755/posts/7915311
https://www.summitinabox.co/products/summit-in-a-box/categories/1886708/posts/6529489
https://www.summitinabox.co/products/summit-in-a-box/categories/1886709/posts/6320056
https://www.canva.com/design/DAD5uzbFHxo/hPIznTo3X1MlbDkGEHdhCA/view?utm_content=DAD5uzbFHxo&utm_campaign=designshare&utm_medium=link&utm_source=sharebutton&mode=preview
https://www.canva.com/design/DAD5vTxbdZg/fQe0NGKp9KBm6-pSqe23QQ/view?utm_content=DAD5vTxbdZg&utm_campaign=designshare&utm_medium=link&utm_source=sharebutton&mode=preview
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 � Instagram Story Series: A set of graphics that build on each other for a longer 

Instagram Story series.

 � Daily Lineup: A graphic to share during the live event with what is happening 

each day.

 � Instagram Feed / Facebook

 � Pinterest

 � Twitter 

GRAPHICS FOR FACEBOOK GROUPS: Facebook groups are a great place to 

communicate both with your speakers + your attendees. These templates will help 

brand your groups and generate engagement for your event.

OTHER: These templates are not required but nice to have to increase your All-

Access Pass sales and generate more engagement during your summit.

 � Speaker Group Banner

 � Attendee Group Banner

 � Daily Discussion Prompts

 � Community Wrap-Up Posts

 � All-Access Pass Mockup

 � Kajabi Lesson Graphics

 � Bingo Card

https://www.canva.com/design/DADp3MFX8H0/FoTEC-C18suZHe9uC4re8w/view?utm_content=DADp3MFX8H0&utm_campaign=designshare&utm_medium=link&utm_source=sharebutton&mode=preview
https://www.canva.com/design/DAD5vSfhfn0/mGG4mqQQ-ZB2k68wfMf46g/view?utm_content=DAD5vSfhfn0&utm_campaign=designshare&utm_medium=link&utm_source=sharebutton&mode=preview
https://www.summitinabox.co/products/summit-in-a-box/categories/1886709/posts/6320055
https://www.summitinabox.co/products/summit-in-a-box/categories/1886709/posts/8391383
https://www.summitinabox.co/products/summit-in-a-box/categories/1886709/posts/6320057
https://www.summitinabox.co/products/summit-in-a-box/categories/1886698/posts/6320009
https://www.summitinabox.co/products/summit-in-a-box/categories/1890815/posts/7145280
https://www.summitinabox.co/products/summit-in-a-box/categories/1890815/posts/6330991
https://www.summitinabox.co/products/summit-in-a-box/categories/1893862/posts/6331172
https://www.summitinabox.co/products/summit-in-a-box/categories/2136406/posts/6931349
https://www.summitinabox.co/products/summit-in-a-box/categories/2136406/posts/9843791
https://www.summitinabox.co/products/summit-in-a-box/categories/1887845/posts/8274692

