Platinum Program Checklist
	WHEN
	WHAT
	DATE COMPLETED

	By August 1, 2004 and November 30 2004
	Submit Platinum program request online at
	

	Upon MPI scheduling confirmation
	Obtain marketing text including speaker biography, session description, and learner objectives from MPI.
	

	Within 2 weeks of initial scheduling confirmation by MPI
	Establish contact with speaker to discuss the following items:

Program Facility Location

Preferred Room Set-up

A/V requirements:

Screen

Data Projector

Flip Charts with markers

Wireless Lavaliere

Handheld Microphone

Internet Connection

CD player

Riser/Stage

Table

Handouts Requirements

Expenses to be covered – Discuss $$

Airfare

Ground Transportation to/from airport

Transportation to/from program

Hotel

Meals

Other (Mileage, parking, taxi, tolls, tips)

Audience Needs/Demographics
	

	12 weeks prior to program date
	Once speaker and date confirmed through MPI, schedule program facility, exact program time, room set-up, F & B, A/V needs.
	

	8-10 weeks prior to program
	Arrange for printing and marketing of program to chapter members and potential guests
	

	As Needed
	Take reservations and payments for program from chapter members and guests
	

	5 weeks prior to program
	Arrange facility and speaker travel arrangements and accommodations with speaker; Also, confirm transportation to and from site for speaker
	

	4 weeks prior to program
	Last day to cancel program without penalty
	

	2 weeks prior to program
	Confirm speaker arrangements and send airline ticket to speaker if needed
	

	1 week prior to program
	Prepare/print program handouts and evaluations.  
Please note that chapters are required to use the Platinum Program evaluations provided by MPI.
	

	Day Before or Day of Program
	Greet and transport speaker between airport, hotel, program site, etc. 
	

	Day of Program
	Print name tags; organize pre-registration; check room set-up, F & B, A/V; set out participant materials and MPI evaluation forms prior to program start
	

	Day of Program
	Collect MPI program evaluations
	

	20 days after the program
	Deadline to return evaluation results and attendance number to MPI
	


