[bookmark: _d40fav63rffd]12-Month Conference Planning Checklist
Use this checklist to ensure nothing falls through the cracks. Print it, share it with your team, and check off tasks as you complete each phase.

[bookmark: _s1ov8de36zzt]Phase 1: Foundation (12-9 Months Out)
· Confirm event dates (check for conflicts with holidays and competing events)
· Research and visit potential venues
· Negotiate and sign venue contract
· Secure hotel room blocks
· Develop preliminary budget
· Define conference theme and content tracks
· Launch call for proposals (if applicable)

[bookmark: _bi663rb2zb2c]Phase 2: Build-Out (9-6 Months Out)
· Invite and confirm keynote speakers
· Review and select session proposals
· Collect speaker bios, headshots, and session descriptions
· Create sponsorship prospectus and begin outreach
· Finalize exhibit hall layout and booth assignments
· Set up registration system with pricing tiers
· Launch registration with early bird pricing

[bookmark: _qyhh52n5jtyj]Phase 3: Promotion (6-3 Months Out)
· Launch email marketing campaign
· Publish event website with full agenda and speaker details
· Promote on social media channels
· Send early bird deadline reminders
· Finalize session schedule and room assignments
· Submit CEU/CME applications (if applicable)
· Begin program guide design

[bookmark: _i3k2g539mpbe]

[bookmark: _j472s8kudiqb]Phase 4: Final Preparation (3-1 Months Out)
· Confirm all AV and catering orders
· Order signage, banners, and printed materials
· Prepare attendee badges and name tents
· Send pre-event emails with logistics and schedules
· Assign staff roles and create shift schedules
· Brief volunteers and conduct training
· Finalize catering counts (2 weeks out)
· Confirm transportation and shuttle arrangements

[bookmark: _1fcgorbzxmkt]Phase 5: Event Week
· Walk through all rooms and verify AV setups
· Set up registration and check-in stations
· Place directional signage and sponsor materials
· Hold final staff briefing
· Manage on-site check-ins and walk-up registrations
· Monitor sessions and troubleshoot issues
· Post real-time updates on social media
· Collect lost and found items

[bookmark: _o1eh9gx1o2ls]Phase 6: Post-Event (1-4 Weeks After)
· Send thank-you emails to attendees, speakers, and sponsors
· Distribute post-event survey
· Share event photos and session recordings
· Issue CEU/CME certificates
· Compile and analyze survey feedback
· Finalize event financials
· Deliver sponsor reports and metrics
· Conduct staff debrief and document lessons learned
· Secure next year's venue and dates

