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Pre­season
· Establish season line­up
· Start asking speakers
· Explore possible venues
· Form PD committee
· Review PD communications plan
Pre­event
· Confirm topic/date
· Book venue: confirm max number of participants/seats
· Speaker(s) signed on
· Set event budget/catering details
· Write event description and verify with speakers
· Get speaker bio/photo
· Get preferred charity from speaker 
· Determine registration closing date and communicate to Chapter Administrator
· With PD committee assign:
· name tag printing (Admin should send the registration list for the event once registration closes)
· registration table
· welcome/introduce speaker
· wrap-up IABC key messages speech
· Communication (see PD communication plan for reference)
· Chapter Administrator sets up event registration on IABC London’s event registration platform (Karelo)
· Web Liaison posts event on IABC London website using event description written by Professional Development team
· Social Media Liaison shares event on IABC London social media channels using messaging written by Professional Development team, with all board members and liaisons to rebroadcast
· Email-Blast sent by Chapter Administrator using messaging written by Professional Development team
· Brief Connect Newsletter article promoting event written by Professional Development team sent to Connect liaision
· Community Outreach Liaison posts event to external community event listings 
· Confirm with communications committee assignment of event correspondent for Connect
· Confirm social media correspondent for event

Post-Event
· Write thank you note
· Review post-event Connect write-up with communications committee
· Send photos to Communications Committee/Social Media Liaison
· Make donation
