Create a detailed plan based on the agenda and objectives you need to achieve

from the event.

Make a schedule to follow, outlining the timing for each part of the event, including

breaks and transition periods.

Remember to balance between official and informal parts of the event.

For instance, start the event with icebreakers to create a comfortable and open
atmosphere, continue with catering and games, and end the event with the official
part, including meetings and an appreciation and recognition speech.

Ensure facilitators and speakers have the materials and equipment they need for

their sessions.

Equipment
and Supplies

Handouts

Welcome Packets, name tags

AV Equipment

Screens for presentations
microphones, and speakers

Wi-Fi

Amenities
and Space

Seating Arrangements:

Arrange tables and chairs to facilitate
interaction and engagement.

For collaborative sessions, consider

a U-shape setup.

Registration Table:
Set up a registration table at the entrance

with name tags, agendas, and any other
welcome materials.




