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Establish planning
committee and begin
holding meetings

Complete Logic Model

Set a budget

Choose a date

Start drafting agenda

Begin coordinating
speakers, presenters,
session facilitators,
emcee and entertainment
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EVENT PLANNING TIMELINE

Reserve venue

Finalize agenda (sessions
and event activities)

Design marketing materials
(write promotional copy for
print and social media,

prepare event posters, etc.)

Coordinate and finalize
distribution lists

Confirm materials for
delegate bags and contact
agencies for donations

Mentor Training Event Toolkit: Step 5 - Event Planning Timeline Poster

[]

]

L]

[]

Begin event publicity
(ads, posters, flyers,
social media, distribute
marketing materials)

Confirm staff and volunteers

Purchase door prizes

Order food/refreshments
from cater or facility

Coordinate transportation
and AV arrangements

Draft agendas,
passports and event
signage for printing

Create database of
registrants
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Finalize list of registered
participants
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Provide caterer with
estimates of numbers
attending

Make name tags

Print agendas, passports
and event signage
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Assemble delegate bags
and supplies box
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Set-up registration table,
resource displays, and
exhibit booths

Test overhead/PA system

Se:[ up and test AV
equipment in each room

Ensure event rooms
are set up correctly

Hahg signage

Set up food and
beverage areas

Collect completed
evaluations

Compile evaluation feedback
and review with planning
committee

outstanding invoices
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Send Thank You email
or card to participants

Send Thank You notes
(and gifts) to volunteers
and planning committee

Create a database
of participants contact
information




