EDUCATIONAL CONFERENCE CHECKLIST TEMPLATE: CURRICULUM, SPEAKERS & LEARNING OUTCOMES MANAGEMENT

Created by ChecklistGuro (https://checklistguro.com)


--- CURRICULUM & CONTENT DEVELOPMENT ---
[ ] Overall Conference Theme/Focus
[ ] Number of Sessions Planned
[ ] Session Format (Keynote, Workshop, Panel) (Keynote, Workshop, Panel Discussion, Breakout Session)
[ ] Session Proposal Submission Deadline
[ ] Topics Covered (Select all that apply) (Topic A, Topic B, Topic C, Topic D)
[ ] Session Proposal Document (if applicable)

--- SPEAKER MANAGEMENT ---
[ ] Speaker Full Name
[ ] Speaker Biography
[ ] Speaker Role/Title (Keynote Speaker, Workshop Leader, Panelist, Presenter)
[ ] Speaker Agreement Signed Date
[ ] Speaker Headshot
[ ] Speaker Contact Email
[ ] Speaker Fee
[ ] Travel/Accommodation Required? (Yes, No)

--- LOGISTICS & VENUE ---
[ ] Venue Address
[ ] Move-in Date
[ ] Venue Load-in Time
[ ] Number of Tables Required
[ ] Number of Chairs Required
[ ] Venue Floor Plan
[ ] AV Equipment Provider (Provider A, Provider B, Provider C)
[ ] Catering Provider (Caterer A, Caterer B, Caterer C)

--- MARKETING & REGISTRATION ---
[ ] Early Bird Registration Goal
[ ] Early Bird Registration Deadline
[ ] Primary Marketing Channel (Social Media, Email Marketing, Website, Partnerships)
[ ] Marketing Messaging Draft
[ ] Marketing Assets (Images, Videos)
[ ] Total Registration Capacity
[ ] Registration Platform (Eventbrite, Cvent, Custom Platform)

--- ATTENDEE EXPERIENCE ---
[ ] Estimated Attendee Count
[ ] Accessibility Accommodations Offered (Wheelchair Access, Sign Language Interpretation, Assistive Listening Devices, Large Print Materials, Other (Specify in Long Text))
[ ] Detailed Description of Attendee Welcome Experience
[ ] Meal/Refreshment Options Provided (Breakfast, Lunch, Coffee/Tea Breaks, None)
[ ] Date of Attendee Satisfaction Survey Distribution
[ ] Time for Attendee Check-In
[ ] Location of Registration/Welcome Desk

--- LEARNING OUTCOMES & EVALUATION ---
[ ] Define Primary Learning Outcomes
[ ] Target Number of Attendees
[ ] Evaluation Method (e.g., Surveys, Assessments) (Post-Session Surveys, Pre/Post Assessments, Focus Groups, Direct Observation)
[ ] Survey Distribution Deadline
[ ] Evaluation Metrics (Select all that apply) (Knowledge Gain, Skill Development, Behavior Change, Attendee Satisfaction)
[ ] Sample Survey Questions (Upload Document)

--- BUDGET & FINANCIALS ---
[ ] Total Estimated Budget
[ ] Revenue from Sponsorships
[ ] Registration Income
[ ] Projected Expenses (Venue)
[ ] Projected Expenses (Speakers)
[ ] Contingency Fund Allocation
[ ] Payment Due Date (Venue)
[ ] Payment Method (Credit Card, Bank Transfer, Check)

--- POST-CONFERENCE FOLLOW-UP ---
[ ] Date of Post-Conference Survey Launch
[ ] Summary of Attendee Feedback (Qualitative)
[ ] Number of Survey Responses Received
[ ] Which post-conference resources were shared with attendees? (Session Recordings, Presentation Slides, Attendee List (with consent), Conference Proceedings, None)
[ ] Key Lessons Learned for Future Conferences
[ ] Overall conference success rating (1-5, 5 being excellent) (1, 2, 3, 4, 5)
[ ] Upload final conference report (optional)

--- END OF TEMPLATE ---
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