Program Committee Timeline Template










Responsible 
 Suggested      
Begin
       Finalized     Project

Associate
  Timeline     
Date
       Date
   Leader
Invite and confirm speaker 

<form: speaker instructions>

(C)

    8-10 mos.

Coordinate Speaker Travel, hotel room, stipends



(S)

    4 mos.
Marketing to promote to new members (membership committee)

(S)

    3 mos.
Secure Venue Host


<form: venue host>


(C)

    8-10 mos.

Request contract to be sent to staff




(C)

    8 mos.

Planner and staff review contract




(C/S)

    8 mos.
Communicate details to sponsorship committee


(C)

upon signing

Sign contract







(S)

    7 mos.
Secure Sponsorship


<form: sponsorship>


(C)

    8-10 mos.

Forward signed sponsorship form to staff



(C)

    6-8 mos.

Invoice sponsor






(S)

    6 mos.
Flyer:  using current format make all necessary changes and send to staff 
(C)

    3 mos.





<form: monthly flyer>

Marketing Plan:  


<form: marketing plan>

(C)


Using committees marketing plan proceed with mailings, emails, etc.
(S)

    3-4 mos.
Communicate with PR and Web chairs details of program


(S)

    3-4 mos.

Send host our Specs for set-up, etc.





(S w/ C)
    2 mos.
Pick up speaker at airport






(S or C)
   Arrival
Handouts, flyers, evaluations, etc. copied




(S)

   Day of
Meet w/ speaker on site






(C)

   Day of
Script preparation and distribution




(S)

  1 week

Planner from Programs Committee to introduce speaker(s)

Staff’s list of items to bring to meeting
<form: Luncheon bring list>
(S)

  1 week
Post-meeting Management:  Thank you letters




1 day post
Staff is responsible for preparing official thank you letters after each MPI monthly meeting or event and mailing them within one week.  The letters need to be on MPI/S letterhead and signed by the President or if President not available, then by the Chapter Administrator.  Chapter Administrator will work with President to come up with a standard letter.

Send thank you letters to the following:

· Sponsor (meeting sponsor and / or raffle prize donors)

· Speaker (if appropriate a copy of evaluation results should be enclosed)

· Venue or host hotel (if appropriate a copy of evaluation results should be enclosed)

· Audio visual company (if company provided complimentary services at the meeting)

 ( C ) = Committee Representative
 ( S ) =  Staff – Chapter Administrator

