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Complex Meeting Checklist and Timeline
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Time Line to Event
Initiate Program
Define Audience 8 Wieeks |

Confirm Date

Select Location

Lelect Venue

Conduct Site Inspection
Develop Agenda
Place Advertisernent

Send Press Releases
Cirdder Lists

Design Invitations

COhtain Print Quote

Secure Contract / Facility
List Subjects
Identify Speaker

Print Announcements

12 Weeks | Solicit Sponsors
solicit Exhibitors | Evert |
Mail Announcements
Send Information to exhibitors
Send Information to speakers [y
(11 Weeks |

Secure Speakers
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Arrange Special Events
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Prepare Workbook
Secure VIP Travel
Speaker Outlines
Select Menus
Purchase Amenities
Confirm Hotel Details
Secure AV Company
Slides for Speakers
Print Workbook
Order Signage
Rehearse On Site
Prepare Mame Badges

Prepare Reqgistration lists

Prepare Welcome Letters

Prepare Evaluations

Prepare Certificates

Ship Materials to Site

Arrive On site
Preconference Meeting
Slide Review

Assess Meeting Days
Distribute gifts

Azsess Evaluations




