TSGE Regional Chapter Event Planning Timeline

6–8 Weeks Before Event
Initial Planning
☐ Select event date and time
☐ Identify speaker/topic (if applicable)
☐ Estimate attendance (20–25 people)
☐ Research and select venue
☐ Confirm venue address and AV availability
☐ Determine food & beverage needs
Sponsorship & Budget
☐ Secure sponsor support/funding
☐ Confirm whether sponsor will:
· ☐ Pay venue directly
· ☐ Send funds to TSGE office

4–6 Weeks Before Event
Flyer & Marketing
☐ Contact TSGE office to create flyer
Provide:
· Event date | Event time | Venue name | Venue address | Speaker/topic | RSVP contact information

Invitations
☐ Send invitation to colleagues in the area
☐ Coordinate with TSGE office for member/non-member distribution
☐ Share social media posts- TSGE
☐ Invite APPs and NPs

2–3 Weeks Before Event
Event Confirmation
☐ Confirm venue reservation
☐ Confirm AV setup requirements
☐ Confirm food & beverage order
☐ Track RSVPs
☐ Send reminder invitations/emails

1 Week Before Event
Final Preparation
☐ Confirm final attendance count
☐ Reconfirm venue details and arrival time
☐ Reconfirm food & beverage arrangements
☐ Reconfirm speaker attendance (if applicable)
☐ Ensure QR code for TSGE membership sign-up is available
Materials
☐ Download TSGE slide deck
☐ Download sign-in sheet
☐ Prepare any printed materials

Day of Event
Setup
☐ Arrive early for setup
☐ Test AV equipment
☐ Set up registration/sign-in area
☐ Confirm food & beverage delivery/setup if needed
During Event
☐ Welcome attendees
☐ Use TSGE slide deck for opening remarks
☐ Collect attendee sign-ins
☐ Encourage non-members to join TSGE using QR code
☐ Take pictures

Within 1 Week After Event | Post-Event Follow-Up
☐ Complete Event Form
☐ Complete Reimbursement Form (if applicable)
Use reimbursement form if sponsor sends funds to TSGE office instead of paying onsite.
☐ Submit any receipts/documentation
☐ Send pictures to TSGE for promotion
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