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Program development

· Topic

· Presenters

· Workshop title

· Format

· Dates/Times

· Location(s)

Speakers:

· Scheduling

· Travel arrangements

· Housing arrangements

· Local transport as needed

Financial aspects
· Establish fee for attendance

· Speaker contracts
Publicity (via local library listservs and in-house vehicles at individual libraries, with links to registration page)
· Event web page on PLP site for complex events

· Save the date announcement, then follow-up announcement(s) possibly with more detailed info
· Follow-up announcements not necessary if event is filling up

Amenities

· Refreshments (or refer attendees to on-site cafe)
· List of area restaurants
· Map of vicinity
· Lunch arrangements for committee and speakers


Registration processing 
· Usually done via PLP’s Evanced software
· Establish deadline
· Determine maximum number of registrants
· Providing registration acknowledgement
· Include directional information including parking and public transit  and how to get into buildings if closed to the public for those registered

· Name badges – alphabetical by last name

· List of registrants – alphabetical by last name
Handouts

· Materials provided by speakers

· Local arrangements

· Agenda

· List of attendees (optional)
· Evaluation forms


Event Location

· Registration tables

· Meeting room format(s) needed

· Room set up

· Building security

· A-V equipment needed

· Tour of host library if desired

Signs

Event 
 
· Greeter (if needed)

· Registrant check-in

· Speaker wranglers

· Master of ceremonies

· Speaker badges

· Table names for speakers

· Speakers’ meals/lunch with committee
· Question and answer arrangements, possibly including committee members assigned to carry microphones
· Timers if moving from room to room
· Evaluation forms

Follow up 

· Finances

· Thank you notes 
· Evaluations review

