Master Planning Timeline

Four Months Out 
· Mail second meeting promotional brochure to potential attendees. 

· Make final selection of award recipients. 

· Identify materials for registration packets; select and order conference packet. 

· Design and print all tickets for admission to meeting functions. 

· Continue solicitation and follow-up of exhibitors, sponsors, and advertisers. 

· Begin all food-and-beverage menu selections. 

· Order necessary on-site office furniture and equipment. 

· Order awards and related materials. 

· Review registration returns based on market targeted; prepare and mail targeted registration invitation letters. 

· Identify and assign staff on-site responsibilities. 

· Briefing notes should be given to all members of staff involved in the event

· Order any flowers required for the event.

· Ensure that any signage/plaques will be ready in time for your event.

· Think about whether or not it is appropriate to present gift(s) to speaker(s) and other important guests.
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