Master Planning Timeline

Fifteen Months Out 

· Form committees as required. 

· Develop a promotional strategy.  

· Do some PR for the event. 

· Prepare press releases

· Set-up interviews 

· Monitor budget

· Establish meeting theme and preliminary graphics (logo, program, etc.). 

· Post this information on website.

· Identify needs for outside suppliers

· Outline specific requirements for

· Advertising

· Airline

· Audio Visual  See Appendix 10 Audio-Visual Requirements

· Decorator

· Destination Management

· Duplication service

· Car rental and other modes of transport

· Carpentry

· Catering

· Entertainment

· Exhibit service contractors

· Floral arrangements

· Freight Handlers

· Furniture and equipment

· Media relations/Public Relations

· Modeling Agencies

· Photography

· Printing’

· Props

· Registration services

· Security

· Speakers

· Temporary personnel

· Translation Equipment  See Appendix 11.

· Other service providers

· Invite and confirm keynote speakers. This includes people within your organization. 

· Determine preliminary food and beverage requirements. See Appendix 12 Food and Beverage Requirements
· Negotiate menus and prices.

· Adjust exhibitor floor plan (becomes continuing task from this point on). 

· Mail first meeting announcements and promotional materials to prospective attendees and exhibitors. 

· Obtain audiovisual needs from speakers and presenters

· Order all necessary equipment as soon as you can. 

· Review, update, and confirm final event budget.       
· Prepare list of available hotel function areas and specifications. 

· Arrange for all staff and VIP travel and accommodation. See Appendix 13. Transportation Checklist

· Finalize food and beverage guarantees. 
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