Event Name
Event Date
Conference Ceremonials 
(revised date by initials)


This is a sample of a format that was introduced to me a number of years ago (thanks to a certain Charlottesville-area CMP) to keep track of event details: it allows me to organize everything needed for the event into one document that I can easily keep track of, and share with others as needed. It is useful for the hotel to utilize as they create their function event orders, and it is invaluable for volunteers who are helping with the program. It is not unusual for this document for an average multi-day conference with multiple sessions to be 40 pages, or more, by the time the event begins. 
For every distinct element of the event, from pre-meeting bag-stuffing through registration, conference sessions and closing banquets, the following information should be included in the “ceremonials”:

Day, Date
Time:

begin and end time
Function:
Event name (i.e., committee preparation, opening session, reception, registration opens, etc.)
Location:
Room name
Set-up:
specify any set up needed from the hotel/facility: tables, chairs, lecterns, head table (note for how many), trash cans, break tables, etc.
Audio/visual:
specify all a/v needs, including internet access, electric access, etc.

F&B: 

detailed menu/drink selections, if any, for this function


Once guarantee is given, details can be noted here, including final counts and special dietary requests

Other:
Detailed notes on what’s going on (i.e., committee prepare participant bags with all sponsor materials: distribute nametags, collect payments: name of anyone who will be making housekeeping announcements and what those announcements are: speaker introductions etc.). 
Use a larger font for anything that committee members/hosts should be reading, such as speaker introductions.

Leave a couple of blank lines for notes to be handwritten on-site so volunteers can note changes/updates.
_____________________________________________________________________________________



_____________________________________________________________________________________

At the end of the document, so it is always easy to find, list all vital contacts with their on-site contact information/cell number: 

On-site Contacts: (all area codes XYZ unless noted)
· event planner, committee chairs, association officers, committee members, etc.

· facility contacts, including a/v, banquets and convention services, security

Provided by Halcyon Management, LLC.


