DEPARTMENT CONFERENCE PLANNING TOOL KIT

Purpose:

To provide instructive guidance and tools to departments planning a conference that is not
directly supported by CABvents and/or CABlarketing. This document can not only guide
event planning but serve as a task completion checklist. Supporting restocaments are
accessible here: https://usf.box.com/s/z35qdu3in14h7al1g95Imjrhic22I8hj6

Timdine: Please note these are suggested time frames and may vary basa@tomstances

9-12+ Months
x Determine Event Date
o]
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https://www.usfalumni.org/s/861/02alumni/index.aspx?sid=861&gid=1&pgid=290
https://www.usfalumni.org/s/861/02alumni/index.aspx?sid=861&gid=1&pgid=290
https://www.usf.edu/student-affairs/msc/
mailto:lorimatthews@usf.edu
https://www.usf.edu/undergrad/jmlc/cwy-event-space-rental/






https://www.overthetopinc.com/cgi-bin/customers/contact.cgi
https://suncoastdisplays.com/
http://www.gulfcoastexpo.com/
mailto:Christopher@gulfcoastexpo.com
https://www.jwsphotographystudio.com/
mailto:jwsphotography@outlook.com

60 Days
x Create Day of timeline and supply lists
x Follow marketing plan timeline
10-30 Days
x Finalize floorplans and AV needs with Venue
x Ensure all forms required by Venue are submitted
x Create volunteer schedule and job assignments/descriptions
x Follow marketing plan timeline
10-Day prior
x Determine final attendance numbers
x Communicate with volunteers to confirm attendance
x Pick up borrowed supplies
x Provide final attendance numbers to caterer
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