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	Event:
	


	Date Due
	Date Completed
	Description

	9-12 months out

	
	
	Form the committee

	
	
	Identify Objectives of Conference, Goal, Target Audience

	
	
	Complete a Needs Assessment

	
	
	Create a budget

	
	
	

	
	
	

	
	
	

	6-9 months out

	
	
	Select a date for the program

	
	
	Select and reserve a venue; submit contracts for review/approval prior to signing to ChapterContracts@aacn.org  

	
	
	Begin to identify topics – what’s new, in the news etc

	
	
	Identify potential speakers 

	
	
	Secure speakers; submit speaker agreements for review/approval prior to signing to ChapterContracts@aacn.org

	
	
	Send speakers W9 Form to complete, sign, and return to chapter – be sure to have completed form from speaker before paying them their speaking fee.  The form can be downloaded and printed at www.aacn.org/chapters > Forms.  The chapter treasurer will need to submit the W9 forms to National AACN by January 15th each year for the preceding calendar year.

	
	
	Apply for educational grants; submit grant agreements for review/approval prior to signing to ChapterContracts@aacn.org 

	
	
	Begin seeking industry partner support; submit vendor agreements for review/approval prior to signing to ChapterContracts@aacn.org  

	
	
	Send a save the date flyer/postcard once date is identified to all chapter members, and the Chapter Advisor to send out to the other chapters in the region

	
	
	Submit program information for the online Chapter Events Calendar using the online form at www.aacn.org/chapters > Chapter Events Calendar.

	
	
	Post event on the chapter’s own website, hosted on the AACN website.

	
	
	

	
	
	

	
	
	

	3-6 months out

	
	
	Finalize topics, program content, and program schedule/agenda (this will be required when filling out the AACN Program Approval form)

	
	
	Create learning evaluation (pre / post-test)

	
	
	Create a brochure

	
	
	Obtain CNE Policy information and forms at www.aacn.org > Education > CNE Program Approval

	
	
	Apply for CNEs to ProgramApproval@aacn.org 

	
	
	Finalize budget

	
	
	Finalize brochure.  At this point chapters may publish the provided statement from the approval email after approval has been granted, which is: “This program has been approved by the American Association of Critical-Care Nurses (AACN) for _____ Contact Hours, Synergy CERP Category _____, File Number _____.”

	
	
	Once brochure finalized – continue to seek industry partner support

	
	
	

	
	
	

	
	
	

	3 months out

	
	
	Send brochure

	
	
	Begin advertising – national AACN, local newsletters, journals etc

	
	
	Select menu (note:  some facilities require this closer to your event, so modify your timeline accordingly)

	
	
	

	
	
	

	
	
	

	1-3 months out

	
	
	Confirm speaker travel plans

	
	
	Confirm hotel arrangements for speaker

	
	
	Discuss transportation to venue with speakers

	
	
	Ensure speaker CV’s and disclosure statements have been received

	
	
	

	
	
	

	
	
	

	1 month out

	
	
	Obtain handouts from speakers and create packets for participants

	
	
	Reconfirm speakers

	
	
	Create CNE Certificate or download free template from CNE Program Approval Webpage 

	
	
	Reconfirm industry partner attendance

	
	
	Identify committee member roles day of conference

	
	
	Meet with the venue to walk the space, if possible.  Reconfirm conference room set up.  Look at space for posters, exhibitors, and A/V.

	
	
	

	
	
	

	
	
	

	2 weeks out

	
	
	Obtain speaker gifts

	
	
	Re-confirm exhibitors/poster exhibitors

	
	
	Re-confirm speakers

	
	
	

	
	
	

	
	
	

	1 week out

	
	
	Confirm conference numbers and menu with venue

	
	
	

	
	
	

	
	
	

	Day Prior to Conference

	
	
	Obtain final participant list

	
	
	Transport participant packets to venue

	
	
	Confirm Audio visuals at venue

	
	
	

	
	
	

	
	
	

	Day of Conference

	
	
	Arrive at least one hour prior to registration

	
	
	Connect with venue liaison immediately

	
	
	Post signage if needed

	
	
	Set up registration if needed

	
	
	Speaker introduction/Room moderation

	
	
	Treasurer present with check book to pay speakers, venue, other expenses.  Note:  be sure to have all speakers complete and sign a W9 Form before paying them their fee.  The form may be downloaded at www.aacn.org/chapters > Forms.

	
	
	Keep a list of suggestions for future conference that arise during the event

	
	
	Provide Program Evaluation to all attendees

	
	
	Provide Learning Evaluation to all attendees (pre/post test)

	
	
	Hand out CNE Certificates to all attendees

	
	
	

	
	
	

	
	
	

	Post-Conference

	
	
	Celebrate your success

	
	
	Post conference meeting to evaluate 

	
	
	Send speaker, committee, and exhibitor thank you letters

	
	
	Tabulate evaluations and send to speakers

	
	
	Begin planning for next year

	
	
	Review lessons learned
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