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Leadership Conference Planning Timeline

October November

August September December Janua ry

Locate Conference Center

Design Sponsor Package

Prepare Program

Create Theme and General
Marketing Plan/Design

Locate Speakers for
Sessions

Solicit Sponsors

Release Schedule of Events

t
and Recommended i g September 15
Schedule

Begin Marketing / September 15
Registration with Schedule Decg¢mber 20

Decgmber 3lst*
January 9 *
|

Finalize all Programs, Conference Chair
Sponsorships, and Facilities

arrangements Facilities Chair

Sponsorship Chair

Complete Registration

Programs Chair

Conference Marketing Chair
|

AUNCE




Leadership Conference Planning Timeline

Start Date Item Instructions Completion Contact Person Completed
Date
June 14t Conduct first Assign June 21st Conference Chair
planning responsibilities,
meeting distribute job
descriptions,
establish time-line.
June Locate location | Negotiate contract July 30t Joan Smith
for Conference | and reserve date for Facilities Chair
January
June Design Sponsor | Establish July 30t Ben Hooper

Package

sponsorship levels
and create marketing
material

Finance Chair







| II#



5







8 6 6 7






F /-2 +
7 N

2\
A
ay. |

Z\
r Y

B+

65






