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1. Plan an Event 
 What, When, Who 
 WiP Events Timetable 

CPD Events 
Making the case for sponsorship 
 
 
New Event  Request  
 
 
 
 
 
 
 
Supplier information sheets 
 
 
 
 
Script for Intro/Outro  
Zoom Backgrounds 
 

 
WiP Events > 
Events Timetable 
 
 
 

 
 
 
Shared with Me: 
Event Workbook 
 

 

 
52 

 
6 

2. Launch an Event  
 New Event Request 
 Event Workbook  
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3. Event Go Live 
 Event is on Website/App 
 Bookings accepted 
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4. Event Admin  
 Event Promotion 
 Bookings  
 General Administration  
 Keep in Touch 
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5. Event Preparation 
 Training & Rehearsals  
 Guest Lists / Name Badges 
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6. On the Day 
 Timing 
 Photographs 
 Introduction 
 Record Attendance  

 
 
Zoom Backgrounds 
Script for Intro/Outro  
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Event Workbook 
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7. Post Event 
 Follow Up  
 Event Review 
 Event Reports 
 Plan next event! 

Expense Reclaim 
Event Feedback Form 
Event Review Template 
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Papers Folder> 
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