Landlord Symposium
Planning Timeline
Use this template to keep your event on schedule. There are two ways to approach the timeline, if you already know the date of the event, start by entering that date and then calculate backwards for key dates. If you don’t yet have an event date set, begin with the date the planning will begin and calculate the dates going forward. 
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	90 Days Prior to Event
	Date: 

	Confirm Venue and speakers
Begin materials development
	



	60-45 Days Prior to Event
	Date: 

	Begin Marketing
	



	14 days Prior to Event
	Date:

	Finalize materials
	



	10 Days Prior to Event
	Date: 

	Confirm speakers and room availability
	



	1 Day Prior to Event
	Date: 

	Conduct Event
	



	5 Days After Event
	Date: 

	Evaluate
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