HESANDA Research Symposium – RUNSHEET


	WEEK
	ACTIVITY 
	WHO
	DONE

	6 weeks prior
 (13th Sept)

	  

	
	

	
	Logistics
	
	

	
	Registration set up via Eventbrite 
	
	

	
	Set up zoom webinar links 
	
	

	
	Promotion
	
	

	
	Promotional flyer developed 
	
	

	
	Newsletter/Email promo copy developed
	
	

	
	Social media & newsletter graphics developed
	
	

	
	Lists of contacts for promotions developed
	
	

	5 weeks prior 
(20th Sept)
	Program 
	
	

	
	Review and finalise program/speakers
	
	

	
	
	
	

	
	Promote
	
	

	
	Send promotional material (Flyer) to contacts
	
	

	
	
	
	

	
	
	
	

	4 weeks prior 
(27st Sept)
	Promote
	
	

	
	Continue to promote via social media, newsletters etc  
	
	

	
	Send zoom links to current registrants 
	
	

	
	Evaluation
	
	

	
	Finalise evaluation questions
	
	

	
	Building evaluation infrastructure in Redcap
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	2 weeks prior 
(11th Oct)
	
	
	

	
	Registration
	
	

	
	Review current attendees 
	
	

	
	Logistics
	
	

	
	Develop day of run sheet
	
	

	
	Finalise Panel Questions
	
	

	
	Brief presenters and panel members
	
	

	
	Confirm catering for in person attendees
	
	

	
	Set up event reminders via eventbrite
	
	

	
	Create Power Point Templates 
	
	

	
	Promote
	
	

	
	Continue to promote via social media, newsletters etc  
	
	

	
	
	
	

	
	
	
	☐

	1 week prior to event
(18th Oct)
	Promote 
	
	

	
	Social media posts – reminder of event one week out
	
	

	
	
	
	

	
	
	
	

	2-3 days before event
	Reminder
	
	

	
	Send email reminder to attendees, include final program, link to online 
	
	

	
	Confirm Practice Session
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Post event
	Create template for Thank you notes to presenters and attendees 
	
	

	
	Develop FAQ Document 
	
	

	
	Upload presentations, recordings
	
	

	
	Send post event comms including 
-Event Recording
-Evaluation Survey 
-Node contact details 
-FAQs

	
	

	
	Post event report
	
	

	
	Engage Comms team for follow up articles in newsletters, etc 
	
	




















