Sample Collaborative Preparation Task List

Closing Event

Date:

	Task
	Responsible Party
	Notes
	Date Completed

	Closing Event Materials Manual
	
	
	

	Purchase binders
	
	
	

	Secure copies of all speakers’ presentations
	
	
	

	Secure copies of all other pertinent materials (articles, tools, etc.)
	
	
	

	Include contact information for all faculty and collaborative leadership, participants
	
	
	

	Final review 
	
	
	

	To printer for copy and collation into binders
	
	
	

	Closing Event Plenary Sessions
	
	
	

	Identify faculty for the following sessions:

· Welcome 

· Chronic Care Model

· Concurrent disease-specific sessions

· Awards for innovators

· Model for improvement

· Concurrent sessions on model components (presented by teams and moderated by faculty)

· Business case for improving chronic care
	
	
	

	Provide speaker presentation templates when appropriate
	
	
	

	Set date for speaker materials submission
	
	
	

	Develop contingency plan for late materials
	
	
	

	Contact presenting teams and walk them through presentation templates
	
	
	

	Develop Closing Event Agenda
	
	
	

	Hold leadership team meeting(s) to lay out faculty presentations and course of day
	
	
	

	Closing Event Marketing
	
	
	

	Begin developing promotional materials immediately after LS3 (letters, brochures, e-mails)
	
	
	

	Compile mail and e-mail lists of regional and local government agencies, peer review organizations, accreditation bodies, etc.
	
	
	

	Compile mail and e-mail lists of regional and local health care systems and target quality improvement directors, medical directors, etc.
	
	
	

	Send promotional materials to mail and e-mail list members four months before event
	
	
	

	Post promotional materials on Web site
	
	
	

	Re-send materials with preliminary event agenda as soon as agenda is drafted
	
	
	

	Use personal contacts to recruit for event
	
	
	

	Participant Registration Fee
	
	
	

	Determine registration fee
	
	
	

	Determine different rates for participants versus observers, if appropriate
	
	
	

	Set registration payment due date
	
	
	

	Create registration forms
	
	
	

	Review and finalize forms
	
	
	

	Send to printer and Web site
	
	
	

	Hotel
	
	
	

	Select Hotel
	
	
	

	Record names of rooms for agenda
	
	
	

	Determine cost per overnight rooms
	
	
	

	Supply microphones for all rooms
	
	
	

	Prepare for audio-visual needs
	
	
	

	Supply for storyboard easels
	
	
	

	Arrange table standards for team name placards
	
	
	

	Who is the hotel contact?
	
	
	

	Arrange for hotel deposit and final payment
	
	
	

	Ensure vegetarian meal options are on the meeting menu
	
	
	

	Create signs for breakout rooms, including the breakout session title
	
	
	

	Create reception/check-in desk signs
	
	
	

	Create poster boards for any other collaborative sponsors
	
	
	

	Web Site
	
	
	

	Post Closing Event presentation materials on Web site
	
	
	

	Miscellaneous
	
	
	

	Schedule conference call for faculty one week before event
	
	
	

	Help meet guest speakers’ presentation needs
	
	
	

	Develop place cards for teams at tables and storyboards
	
	
	

	Create and print nametags for attendees, faculty, teams, audience, etc.
	
	
	

	Create signs for concurrent sessions
	
	
	

	Provide CME and CNE sign-up sheets at session
	
	
	

	Develop an evaluation procedure and hand out at beginning and end of session
	
	
	

	Order and supply foam boards (30-in. by 40-in.) for storyboard presentations
	
	
	

	Determine one person to run check-in area
	
	
	

	Plan faculty dinner for night before event
	
	
	

	Ask teams to supply updated storyboards
	
	
	


