Strategic Conference Planning Checklist
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What do you want to accomplish? How will you measure your success? 0 1
Define your plan and objectives first to maximize your conference
attendance.

Identify your target audience. How will you communicate with them? Will 0 2

d Goal
one method work or will multiple methods be necessary? Knowing where

and how to focus will save time and resources. d Aud|ence
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ﬂ Handouts

What handouts will you need ? Will your printed materials appeal to your 0 5
target audience? Do you want to include a tchotchke? Get together with

your marketing team to make sure your get the right handouts produced.



