IPCE Conference or CME/CNE/ACPE Event Planning Timeline

Conference Title:
Project ID (if applicable):
Conference Date(s):
 
	Conference Timeline
	Notes

	1 year to 9 months before the event
☐ Begin planning meetings: Enter an intake REQUEST (no planning should occur before the intake is submitted, assigned and approved). Initial planning meetings will include the IPCE Manger, Accredited Provider Program Director, Business Analyst and IPCE Director as able. Include ACPE Manager if activity is seeking ACPE credit.
· Reserving space prior to intake is not approval of the activity from IPCE.
· https://ihmacx.sjc1.qualtrics.com/jfe/form/SV_agWue2ykGJVKCON 
☐ Have the course director work with the system level Operations Director to sign the financial LOA.
☐ Determine target audience, establish dates, obtain on-site approval or off-site facilities, set up routine meeting times, determine registration costs, review participant needs assessments/gaps in knowledge, outcome and evaluations methods. Begin planning the agenda, speakers, and speaker topics.  Employees or owners of ineligible companies must be excluded from any planning or speaking.   Eligibility rules from ACCME:   https://www.accme.org/accreditation-rules/standards-for-integrity-independence-accredited-ce/eligibility
☐ Start preliminary budget (populate IPCE fees immediately), review with team.
☐ Determine final marketing plans (Start “Marketing Plan Template” and “Marketing Conference Workshop Timeline” documents).
☐ Update mailing or contact lists (purchase lists if needed or work with business analyst for HR lists).
☐ Create new file on I Drive for conference using the standardized file tree.
☐ Schedule room or start hotel contracts (conduct site visits, if necessary). All hotel contracts must be run through Intermountain Travel. Only IPCE leadership should sign hotel contracts.
☐ Confirm dedicated AV tech, if necessary.
☐ Send applications to appropriate stakeholders.
☐ Send out Planning Committee paperwork (LOA + verify disclosures in LMS to see if any COIs exist).
☐ Have planning committee develop an exhibitor contact list.
☐ Have planning committee develop a list of commercial entities they want to seek grants or in-kind donations from.
☐ Verify the type of syllabus the conference wants (all online, all printed, have participants pay for a printed syllabus, etc.)
	
















9-month date: ______________
Initial and date when entire section is complete: _________________
IPCE Manager Initial/Date: ___________

	9 months to 6 months before 
☐ Finalize agenda, confirm speakers, determine objectives and outcomes.
· Reference "ACPE Program Announcement Checklist" for ACPE specific events.
☐ Complete estimated budget, review with IPCE manager, review budget with planning committee, course director to review with system level Operations Director.
*Note budgets should be realistic and conservative and should aim to be at minimum budget neutral.
☐ Set cut off dates for registration, late registration parameters, and attendance numbers; including maximum and minimum attendance numbers for cancellation and cancellation deadlines. 
☐ Submit written content and pictures for your brochure or flyer. 
☐ Determine catering plan (number of meals, snacks, exhibitors, etc.).
☐ Open registration.
☐ Send out brochures / flyers (hospital staffing schedules and money for educational event participation are determined months in advance).
☐ Send out speaker paperwork, utilizing the “Speaker Email Template “.   
☐ Send out exhibitor cover letters and tabletop contract.
☐ Send out remaining Planning Committee paperwork (disclosures, speaker recording authorization, etc.)
☐ Send out commercial support paperwork to non-exhibitors providing support to conference (in-kind, financial support, etc.).
☐ Send out Grant requests (the earlier the better)
Note: the CME/CNE application and ACPE Objectives (if applicable) must be approved before brochures or flyers can be distributed. 
	












6-month date: ______________
Initial and date when entire section is complete: _________________
IPCE Manager Initial/Date: ___________

	6 months but not less than 3 months before 
☐ Arrange catering. 
· All food costs should go through the coordinator.
· If a planning member insists on buying something for the event, they must submit a physical receipt to conference coordinator – this should be the exception and not the rule.
· It is the coordinators responsibility to ensure they get the receipt from the planning member.
☐ Purchase swag, speaker gifts, gift cards, etc.
· Again, all costs should go through the coordinator.
· Any attendee gifts must be approved by Operations Director prior to purchasing.
· Speaker gifts and honorariums must conform to Stark guidelines and Gift Card policy.
☐ Begin collecting registrations. 
☐ Reconfirm rooms / AV equipment. 
☐ Continue to follow up on outstanding speaker and planning committee paperwork.
☐ Continue to market the event, follow agreed upon marketing plan.
☐ Ensure parking has been arranged/reserved/communicated with security.
· Reserve parking lots, if needed.
· Reserve shuttles, if needed.
☐ Review budget with IPCE manager and planning committee.
☐ Review survey questions with planning committee.
	










3-month date: ______________
Initial and date when entire section is complete: _________________
IPCE Manager Initial/Date: ___________

	2 months to 1 month before but not less than 1 month before 
☐ Collect all materials for syllabus/agenda packet.
☐ Continue to do marketing pushes.
☐ Reconfirm catering. 
☐ Prep syllabus/agenda packet (claim for credit, disclosure page, etc.).  The syllabus/ agenda packet must be assembled and ready for proofreading 3 weeks prior to the conference.   
☐ Review speaker presentations (send to Accredited Provider Program Director to review)
· If pharmacy related, Accredited Provider Program Director to include ACPE manager for review.
· If a COI exists, Accredited Provider Program Director to include Medical Directors 
☐ Create online syllabus.
☐ Resolve COIs as soon as possible (Follow COI process in Staff Meeting OneNote)
☐ Always allow time to proof the proof before the final print run. Must go through IPCE proofing process.  
☐ Send syllabus / agenda packet for final printing.
☐ Review CloudCME evaluation with Planning Committee Members.  If there are special requests for evaluation additions, send special requests for electronic evaluations to Business Analyst.  Also include the final approved agenda.  If agenda changes after the evaluation has been built, the newly approved agenda will need to be sent back to the Business Analyst to make updates to the evaluation. 
☐ Once the evaluation has been built and assigned to the conference by the Business Analyst, set up the evaluation reminders to be sent two times post conference, prior to the evaluation closing.
☐ Produce directional signage and posters.
☐ Prepare exhibitor thank you signage.
☐ Prepare exhibitor tabletop signage to be placed on their assigned tables.
☐ Prepare welcome signage.
☐ Prepare support signage (if someone sponsors a meal or activity).
☐ Prepare speaker gifts/gift cards/thank you notes.
☐ Review day of staffing with IPCE manager.
☐ Review AV needs with IPCE manager.
☐ Submit intake request for following year.
· https://ihmacx.sjc1.qualtrics.com/jfe/form/SV_agWue2ykGJVKCON    
☐ Determine syllabus/agenda packet and participant material needs. 
☐ All expenses must be run through the IPCE coordinator.
☐ Continue to follow up on exhibitor checks and exhibitor paperwork.
☐ Continue to follow up on commercial support and commercial support paperwork.
☐ Prepare the welcome slides and send through the proofing process. 
☐ Review budget with IPCE manager, planning committee, course director to share the final closeout with the Operations Director.
☐ Send out participant confirmation email one month out.
· Include maps
· Day of instructions
	























1-month date: ______________
Initial and date when entire section is complete: _________________
IPCE Manager Initial/Date: ___________

	1 week to 3 days before 
☐ Prepare rosters, name badges, and registrant QR Codes.
☐ Ensure all speaker paperwork has been submitted and signed by all parties.
☐ Prepare swag, if applicable.
☐ Prepare certificates (If applicable, Accredited Provider Program Director will always make the CNE Certificate and email it to you).
☐ Ensure online syllabus is up and running prior to start of conference. 
☐ Re- review evaluation and ensure the finalized agenda is accurate in the evaluation. 
☐ Ensure printed syllabus is ready to go, if applicable.
☐ Prepare and print agenda packet (this is standard for all dept events - must include agenda, disclosure page, claim for credit, note pages). 
· Reference, "ACPE Program Announcement Checklist" for ACPE credit conferences.
☐ Schedule pre-brief with stakeholders.
☐ Send room set up request to facility.
· Consider panel discussions (extra mics, chairs, tables, etc.)
☐ Review food order or banquet event order (BEOs), provide guarantee of food.
☐ Review staffing for day of with IPCE Manager again.
☐ Send out reminder participant confirmation email.
· Include maps
· Day of instructions
☐ Communicate with IPCE staff expectations for day of (what time to be there, what their responsibilities will be, etc.).
· Do not tell staff different times to arrive if everyone is helping at the beginning of the event.
☐ Review budget.
	













1-week date: ______________
Initial and date when entire section is complete: _________________
IPCE Manager Initial/Date: ___________

	Day Before
☐ Required - Utilize packing checklist to pack for conference.
· Complete this with another member of the IPCE team.
· Both members packing must initial the packing checklist and turn it into IPCE Director.
☐ Review day of staffing with IPCE manager.
	Day Before date: ______________
Initial and date when entire section is complete: _________________
IPCE Manager Initial/Date: ___________

	Day Of
☐ Be on time – stick to the time you told other members of the team you would arrive. (everyone should come at the same time if they were asked to help with registration – do not stagger arrivals of IPCE staff).
☐ Ensure registration table is set up and ready by the time registration is open (preferably 30 minutes before since lots of people come early).
☐ Set up the welcome slides.
☐ Constantly review staffing (coordinators do not need to stay all day unless there is something for them to be doing, send coordinators back to the office, etc.).
☐ Carry your cell phone when you are helping and respond to messages from IPCE staff.
☐ Start cleaning up after the last break (tear down what you can).
☐ Return IPCE computers as soon as possible and check them back in.
☐ Linens (tablecloth and table runner) should be dropped off to be cleaned and pressed.
· Once clean return to IPCE closet so it is ready for the next event.
☐ Create the evaluation email template (reports > evaluation> email) and send to all participants at the end of the conference.
☐ Turn in any lost and found items to the facility (do not bring back to IPCE office).
☐ Write down any areas of improvement for future events – bring this to debrief meeting.
☐ Send Course Director Survey.
	










Day Of date: ______________
Initial and date when entire section is complete: _________________
IPCE Manager Initial/Date: ___________

	90 Day Close-Out
☐ Financials: Ensure all honorariums are paid, ensure all invoices are paid, all income is collected (exhibitors, commercial support, registration, etc.).
☐ Financials: Complete final budget and document actual costs, review and compare against estimated budget.
☐ Financials: Prep IPCE bill.
☐ Financials: Create financial closeout packet (gather receipts, reconcile against transaction detail report, pull profit and loss statement, and create closeout cover sheet), once completed review with IPCE manager.
☐ Hold debrief meeting (debrief meeting should include IPCE manager, Accredited Provider Program Director (if event had nursing), IPCE director, ACPE Manager (if event had pharmacy).
· Ensure Submit intake request for following year.
· https://ihmacx.sjc1.qualtrics.com/jfe/form/SV_agWue2ykGJVKCON 
☐ When possible send evaluation summary out to planning committee prior to debrief meeting to review.
☐ Financial closeout review.
· How did the budget turn out, review estimated versus actual costs?
· How did event perform in the current year compared to previous years?
· How much balance do they have in their account moving forward?
☐ If there is a negative balance in closeout, communicate with IPCE manager to ensure money is transferred.
	















90-day date: ______________
Initial and date when entire section is complete: _________________
IPCE Manager Initial/Date: ___________
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