Master Planning Timeline

Eighteen Months Out

· Determine event goals and objectives

· Identify possible dates.   See Appendix 1 Identify Dates
· Prepare a preliminary agenda and guest list

· Establish planning and promotional action plans. 

· Establish protocol for interaction with staff, sponsors, exhibitors, speakers, registrants and press. See Appendix 2 Pre-Event Arrangements. Staff Assignments.
· Prepare preliminary budget categories and set preliminary budget. See Appendix 3 Preliminary Budget.

· Establish AP/AR and financial reporting procedures. 

· Review and evaluate past, current, and potential funding sources.

· Prepare and mail funding request prospectus. 

· Establish registration-fee structures and policies, being certain to include clear cancellation policies.  See Appendix 4 Registration Procedures. 

· Post information on website.

· Review, update, and prepare policies and procedures governing the meeting and distribute them to all staff. 

· Prepare calendar of staff planning meetings, conference calls or webinars.

· If required, identify new sources for funding. 

· Review and establish guidelines for submission, review, and selection of papers.  

· Prepare master schedule of all known printing requirements, including specific items, quantity, coding system, deadlines, and potential printers.  See Appendix 5 Printing Needs.

· Assemble exhibitor prospect lists. 

· Assign program issue area responsibilities. See Appendix 6 Planning The Program (Part 1 and 2).

· Send meeting requirements to selected sites with requests for written proposals. 

· Review site proposals from responding suppliers. 

· Conduct site visits as required.  See Appendix 7 Site Selection and Inspection.
· Select potential sites and begin site negotiations. See Appendix 8 Negotiating Agreements and Contracts.

· Negotiate hotel rates and blocks See Appendix 9. Reservations and Housing Checklist.

· Add any deadlines and other requirements to timetable

· Assign follow-up items to specific members of the team

· Arrange insurance coverage. 

· Establish exhibit space rates. 

· Produce tentative exhibit floor plan. 
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