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Automatisk genereret beskrivelse]Timeline for your event



	
Before your event

	
Your own notes

	Set a date and book rooms
	Enter text here
	Get your finances in order and set a budget
	Enter text here
	Plan the programme and book speakers
	Enter text here
	Send out an invitation and order promotional materials
	Enter text here
	Plan catering, equipment and set-up 
	Enter text here
	Get the practical arrangements sorted
	Enter text here
	Track registrations and abstracts
	Enter text here
	Provide information on transport and directions
	Enter text here
	
	

	
	




	
During your event

	
Your own notes

	Maintain good contact with your participants
	Enter text here
	Coordinate with suppliers and others
	Enter text here
	Make sure first aid and emergency procedures are in place
	Enter text here
	Take photos and post them on SoMe
	Enter text here
	
	

	
	




	
After your event

	
Your own notes

	Clean up
	Enter text here
	Thank the participants and send out an evaluation survey
	Enter text here
	Provide reports to management, lecturers or others
	Enter text here
	Settle the finances and prepare the final accounts
	Enter text here
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