1 Month Ahead

· Phone follow-up of mailing list (ticket sales)

· Place newspaper ads, follow up with news media, on-air announcements

· Confirm staff for registration, hosting, other

· Write to VIPs, celebrities, program participants, confirm participation

· Complete list of contents for VIP welcome packets

· Get enlarged site plan/room diagram, assign seats/tables

· Give estimate of guests expected to caterer/food service

· Meet with all outside vendors, consultants to coordinate event

· Review script/timeline

· Continue phone follow-ups for ticket/table sales

· Continue assigning seats; set head table, speaker's platform

· Confirm transportation schedules: airlines, trains, buses, cars, limos

· Confirm hotel accommodations

· Prepare transportation and accommodations (include arrival time, flight number, airline, person assigned to meet flight)

· Confirm special security needed for VIPs, event

· Prepare welcome packet for VIPs, chairmen, and key staff

· Schedule deliveries of special equipment, rentals

· Confirm setup and tear down times with event site

· Finalize plans with party decorator

· Give caterer revised numbers

· Meet with chairpersons, key staff to finalize any of the above

