Master Planning Timeline

Eight Months Out 
· Continue follow-up on call for papers. 

· Begin final selection of papers. 

· Promote meeting in selected professional publications. 

· Follow up on exhibitor mailing. 

· Mail first meeting brochure. 

· Begin determination of final award nominee lists. 

· Establish and implement badge preparation process. 

· Identify final reporting and analysis requirements; develop data collection system(s); and prepare data collection documents. 

· Prepare expanded meeting brochure for second mailing. 

· Prepare and mail second exhibitor solicitations. 

· Review and update facility function-space assignments and convey to facilities. 

· Begin preparation of hotel function space diagrams for registration, general sessions, workshops, social functions, and so on. 

· Begin assignment of exhibit space; mail confirmations of space, updates on meeting activities, function sponsorships, and meeting program advertising information. 

· Begin processing of registration forms as received; prepare and mail pre-registrant confirmation notices.

· Implement monthly registration reporting system. 

· Identify and communicate on-site responsibility areas to committees and volunteers. 

· Prepare registration lists and name badges. 

· Begin active solicitation of advertisers for program book. 

· Determine final meeting program and schedule for all events. 

· Combine all relevant policies and specific procedures into manual for on-site use. 
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