
Master Planning Timeline

Two to Four Months Out 
· Prepare special meeting issue of newsletter or other periodical. 

· Request camera-ready ad copy for meeting program. 

· Review sleeping-room pickup. 

· Review and confirm session schedule, room assignments, and function-room diagrams with facilities and appropriate outside suppliers. 

· Continue follow-up with exhibitors. 

· Review meeting budget and adjust as required. 

· Open bank account in host city if desired. 

· Order special decorations for meeting functions. 

· Make final food and beverage schedule. 

· Make final translation arrangements. 

· Review on-site staff needs. 

· Identify ADA and security needs.

· Establish risk management protocol.

· Prepare and print conference evaluation forms. 

· Prepare and print on-site registration forms; check on-site hardware and software. 

· Begin preparation of written requirements to facilities and other suppliers. 

· Implement weekly registration reporting system. 

· Select printer for meeting program book. 

· Confirm audiovisual and translation requirements. 

· Review badge preparation process. 

· Prepare sign list; order signs.. Utilize special signage to build your brand.
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