Master Planning Timeline

Day of the Event 
On Site 

· Receive and inventory all shipments, equipment, and supplies. 

· Review all VIP arrangements. 

· Set up conference offices. 

· Conduct individual review meetings with suppliers and facility departments. 

· Conduct personnel instructional briefings for registration staff, data collectors, volunteers, volunteers, and others. 

· Conduct pre-conference and daily staff meetings. 

· Review each day's requirements, and highlight following day's requirements. 

· Review responsibilities, procedures, and overlap areas like registration, food guarantees, speakers, VIPs, media room setups, data collection, spouse/guest/children's events, exhibits, sponsors, and so on. 

· Reemphasize communication lines and authority and responsibility levels to meeting staff, suppliers, meeting facility staff, and volunteers. 

· Arrange daily invoice review with meeting facilities. 

· Consult with meeting support personnel as required for issuance of gratuities. 

· Confirm and monitor pickup of all rental equipment and supplies. 

· Arrange for return shipment of all materials. 

· Conduct post-conference wrap-up meeting with meeting facility departments and suppliers as needed

Walk through the venue and check the following:

· Contact Person

· Total Rooms Required

· Room Sizes (including ceiling height)

· Seating Capacity

· Theater style

· Classroom style

· Banquet Round tables

· Stage Risers

· Fire Exits

· Loading Dock, doors, elevators

· Power Availability

· Secured Storage  
Registration Desk

· Consult on registration framework and methodology, payments; name badges, registration lists; reports; personnel. 

· Oversee processing, confirming, and reporting of registrations, payments, deposits, refunds and cancellations; safekeeping of on-site registration payments. 

· Monitor preparation of registration lists and badges, and assembling of registration packets. 

· Brief registration personnel and supervise on-site operations. 

Each Room

· Consultant or Meeting Planner

· Location

· Caterer

· Liquor

· Bartenders

· Linens 

· Menu Planning 

· Theme Oriented Items

· Premiums (items with company logo for corporate event)

Other

· Photographer

· Video Camera Operator

· Product Tables, sponsor tables 

· Information Table

Out of Town Guests

· Hotel Reservations

· Weekend-at-a-Glance or Itinerary

· Maps (to/from airport; other locations)

· Welcome Gifts, Totes, Baskets

· Transportation

· 2nd Mailing to Out-Of-Town Guests 

· Other______________________

Decorations

· Sign-in Board

· Message Book

· Centerpieces

· Welcome Sign

· Entrance Piece At Door

· Band Backdrop

· Balloon Bouquets

· Buffets - Decor

· Buffets - Signage

· Ceiling Treatment(s)

· Outside Lobby Area

· Sign Over Seating Cards

· Directional Signage

· Easels

· Other...Theme Oriented

· Company Display (if applicable)

Entertainment

· DJ

· Band Type__________________

· Music During Cocktails

· Magician

· Clowns
· Jugglers _______Other

· Special Presentation: Who to emcee? Who to present?

· Audio/Visual Needs?

· Other...Theme Oriented
Immediately After the Event:

· Pack and inventory all material. 

· Do financial reconciliation. With a big event, you’ll have many invoices and you need to make sure you have been billed correctly and you pay in a timely fashion. Watch expense reports, since a lot of cost can be hidden in those reports. 

· Perform post-budget performance review. Were you on budget? Could you have saved money? 

· Prepare list for thank-you letters. Prepare and mail letters.  

· Collect and organize data for final meeting reports. Obtain evaluations from staff, volunteers, and consultants. It is important to evaluate what went right and what did not go right so your next meeting is easier. See Appendix 14. Evaluation Form

· Prepare summary reports of all evaluation forms. 

· Review each invoice received, break each down into appropriate meeting categories, and schedule payment. 

· Prepare preliminary financial reports. 
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