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Planning and Logistics Chart for 

Program Hosts and Planning Team

This chart can be used as a print and electronic tool for planning program details, logistical items, and other administrative functions. Insert or delete items as needed and appropriate.

	Item
	Action
	Assigned to
	Due Date
	Status
	Notes

	Preliminary
	Poll potential attendees for interest, best dates
	
	
	
	

	
	Select date and circulate a save the date to potential guests and speakers
	
	
	
	

	
	Identify a planning team
	
	
	
	

	
	Determine meeting/conference call schedule
	
	
	
	

	
	Develop presentation and method of communicating program to institution
	
	
	
	

	
	Develop/track draft agenda and record/maintain changes
	
	
	
	

	Budget
	Estimate costs, draft budget, and determine cost centers
	
	
	
	

	
	Obtain supplemental funding as needed
	
	
	
	

	Invitation to speakers, presenters, 

students, residents


	Distribute email/letter from dean/CEO to presenters and department heads
	
	
	
	

	
	Contact schedulers of each presenter, confirm times
	
	
	
	

	Speaker, presenter, 

student, resident prep
	Schedule meetings with groups of presenters. Explain PME goals and Dos and Don’ts of lobbying, distribute modules/talking points
	
	
	
	

	
	Assemble an info packet for each presenter with PME goals, copy of draft agenda (reinforce with emails)
	
	
	
	

	
	Follow up with presenters to answer questions, confirm A/V requirements and locations, obtain photos/bios
	
	
	
	

	
	Obtain copy of handouts and coordinate copying
	
	
	
	

	
	Meet with presenters to rehearse/confirm module content
	
	
	
	

	
	Confirm time and location with presenters, distribute final schedule and bios of confirmed attendees
	
	
	
	

	Invitation to guests
	Issue senior-level invite to guests, place follow-up calls
	
	
	
	

	
	Letter/email to boss of guest (if state legislator or member of Congress)
	
	
	
	

	
	Have follow-up communication to yes with updated agenda, travel info, etc.
	
	
	
	

	
	Have follow-up communication to no with letter of regret, handouts, alternatives
	
	
	
	

	
	Have a follow-up to all with  institution brochure/info packet
	
	
	
	

	
	Place a follow-up to yes with phone call to confirm arrangements, logistics
	
	
	
	

	Facility selection and bookings
	Meet with security
	
	
	
	

	
	Confirm location of program modules
	
	
	
	

	
	Book locations of meals
	
	
	
	

	
	Make hotel reservations and confirm
	
	
	
	

	Food/Catering
	Breakfast event
	
	
	
	

	
	Lunch event
	
	
	
	

	
	Dinner event
	
	
	
	

	Transportation
	Vans
	
	
	
	

	
	Drivers
	
	
	
	

	
	Escorts
	
	
	
	

	
	Airline reservations
	
	
	
	

	
	Airline ground transportation
	
	
	
	

	Supplies
	Nametags/photo IDs
	
	
	
	

	
	Notepads
	
	
	
	

	
	Notebooks
	
	
	
	

	
	Pens
	
	
	
	

	
	Envelope
	
	
	
	

	
	White Coats
	
	
	
	

	
	Other giveaways
	
	
	
	

	Photography
	Schedule photographer
	
	
	
	

	
	Schedule videotaping
	
	
	
	

	
	Obtain copies of consent forms
	
	
	
	

	Technical/AV support
	Schedule technical support for each presenter and location as needed
	
	
	
	

	Public relations and media
	Draft press release
	
	
	
	

	
	Determine attendees for interviews
	
	
	
	

	
	Notify local TV and newspaper contacts and arrange appropriate times for interviews/photographs/video
	
	
	
	

	
	Manage social media content
	
	
	
	

	Notebook materials
	Agenda
	
	
	
	

	
	Biographies of attendees
	
	
	
	

	
	Biographies of presenters
	
	
	
	

	
	Copies of slides
	
	
	
	

	
	Handouts from modules
	
	
	
	

	
	School/hospital brochures
	
	
	
	

	
	AAMC materials
	
	
	
	

	
	Compile notebooks 
	
	
	
	

	Envelope materials
	Acceptance letter
	
	
	
	

	
	Admissions profile and entering class statistics
	
	
	
	

	
	Course profile and financing
	
	
	
	

	
	HIPPA confidentiality agreement
	
	
	
	

	
	Residency Match
	
	
	
	

	
	Residency program outline
	
	
	
	

	
	Research grant award
	
	
	
	

	
	Certificates
	
	
	
	

	Follow-up
	Letter of thanks to member of Congress or boss of attendee, if applicable
	
	
	
	

	
	Letter of thanks, summary of key messages, evaluation form, photo, etc., for each attendee. Contact sheet for institution, copy of any press
	
	
	
	

	
	Obtain evaluation
	
	
	
	

	
	Compile and distribute evaluations internally and to the AAMC
	
	
	
	

	
	Send contact info for each attendee to internal contacts and the AAMC
	
	
	
	

	
	Complete online host and team member evaluation
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