Step-by-Step Meeting Preparation Checklist for Large
Conferences

Preparing for large conferences requires a detailed step-by-step meeting preparation checklist to ensure every
aspect is covered efficiently. This includes coordinating logistics, finalizing the agenda, and confirming all participants'
roles. Following this systematic approach guarantees a smooth and successful event.

Before the Conference

1. Define Objectives and Outcomes
o Clarify conference goals and desired outcomes
o Identify key topics and themes
2. Build the Planning Team
o Assign responsibilities to team members
o Designate a lead organizer or chairperson
3. SetaBudget
o Estimate total costs
o Allocate funds for venue, catering, materials, and technology
4. Select Date and Venue
o Choose a date suitable for most participants
o Book the venue and ensure accessibility
5. Confirm Technology Requirements
o Arrange audio/visual equipment
o Test Wi-Fi and live streaming options
6. Develop and Finalize the Agenda
o Schedule sessions, breaks, and activities
o Distribute the draft agenda for feedback
7. Send Invitations and Confirm Attendees
o Send out official invitations with RSVP instructions
o Track responses and follow up as needed

One to Two Weeks Before

1. Reconfirm Logistics
o Verify venue booking, catering, and transportation
o Confirm accommodation for out-of-town attendees
2. Distribute Final Agenda and Materials
o Send finalized agenda and speaker details
o Share preparatory documents with participants
3. Assign and Confirm Roles
o Ensure all facilitators, speakers, and staff know their duties
o Distribute contact lists for team coordination
4. Prepare Name Badges and Signage
5. Test Technology and Equipment
o Run through presentations and technical setups

Final Preparations (Day Before/Day of)

1. Set Up the Venue
o Arrange seating, registration area, and signage
o Test audio/visuals and internet connectivity
2. Confirm All Supplies
o Ensure availability of conference kits, materials, and refreshments
3. Conduct Final Run-Through
o Brief staff and volunteers
o Check the timing and flow of the agenda
4. Welcome and Register Attendees
o Set up registration desks and greet guests
5. Troubleshoot Issues Immediately
o Have a dedicated support team ready for on-site challenges

Post-Conference Follow-Up



. Distribute Meeting Minutes and Materials
o Send summaries and key documents to attendees
. Collect Feedback
o Share evaluation forms or online surveys
o Gather suggestions for improvement
. Debrief with Planning Team
o Discuss successes and areas for enhancement
. Finalize Financials & Close Logistics
o Settle invoices and document expenses
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