
Conference Event Flowchart Overview 

Dear [Recipient's Name], 

We are excited to present you with an overview of our upcoming conference event. Please find 

below the flowchart that outlines the key stages of the event. 

Conference Flowchart 

• Event Preparation:  

o Set Date 

o Select Venue 

o Invite Speakers 

• Event Promotion:  

o Create Marketing Material 

o Send Email Invitations 

o Social Media Campaign 

• On-Site Management:  

o Check-In Registration 

o Manage Sessions 

o Provide Support 

• Post-Event Activities:  

o Gather Feedback 

o Distribute Recordings 

o Plan for Next Year 

We look forward to your participation and hope this flowchart helps you visualize the event 

progression. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


