A Proper Conference Checklist for Champion Events

Approx.
Person PP

Completed? . Time to
Responsible
Complete

6-12 Months Before the Conference

Project planning:

« Conference conceptualisation

« Develop scope

o Set objectives (SMART goals),
milestones & deadlines

o Define budget

» |dentify audience

o Create guest wishlist

Source your venue

Research & shortlist suppliers

Send out save-the-dates to key

OO oot

stakeholders

Secure keynote speakers (and

]

have a list of backups to hand)

3-6 Months Before the Conference

Set up attendee registration

systems I:I

Build out conference agenda

Send out welcome information

Secure sponsors & plan for their

1 (O | O

requirements
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Approx.
Person PP

Completed? Time to

Responsible
P Complete

Final Month Prior to the Conference

Confirm final attendance

Tech troubleshooting

Sort staffing requirements

Send merchandise to print

Send final registration numbers to
catering

Final venue checks

Finalise speaker lineup and event

timings
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Share final arrangements with

staff

On the Day
Physical setup []
On-the-ground logistics []
Pack down procedure |:|

Post-Conference

Post-conference follow-up and
review:

« Collect attendee feedback |:|
(surveys, forms, informal
feedback)

» Reconcile budgets and |:|
expenses

» Document key outcomes and
learnings for next time |:|
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