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Event Overview 

This document outlines the step-by-step flow for the upcoming conference. 

Flowchart Breakdown 

• Step 1: Event Planning  

o Define objectives 

o Select date & venue 

• Step 2: Speaker Coordination  

o Identify & invite speakers 

o Confirm schedules 

• Step 3: Registration Setup  

o Create online registration form 

o Send invitations to attendees 

• Step 4: Marketing & Promotion  

o Develop promotional materials 

o Launch marketing campaigns 

• Step 5: Event Logistics  

o Arrange catering and equipment 

o Confirm venue layout 

• Step 6: Day of Event  

o Check in attendees 

o Manage schedule and speakers 

• Step 7: Post-Event Follow-Up  

o Send thank you emails 

o Collect feedback 

Conclusion 

Following this flowchart will ensure a smooth and successful conference. 

Best Regards, 

[Your Name] 


