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Washington Pain Forum 
June 6, 2008
Planning Checklist

Date
	Time Line
	Task
	Who/Comments

	Week 7
Apr 14-18
	( Determine dates and secure location 
( Lecture hall for 100 participants, 

( Overnight accommodations 

( Provide list of hotels in the area
( Develop agenda

( Desired speakers

( Working groups and focus areas 

( Working group facilitators, recorders & reporters
( Develop promotional plan

( Invitation package
( Follow up calls
	

	Weeks 6
Apr 21-25
	( Select and begin confirmation of speakers & facilitators
( Secure biographical sketch for printed materials and introductions

( Deadline for speaker handouts – Tuesday, May 27, 2008
( Finalize invitation list with following considerations

· Participant qualifications & representation

· Organizations 
· State regulating boards

· Academia

· Legislators

· Law enforcement

· Health systems
	

	Week 5
Apr 28-May 2
	( Develop and e-mail/mail invitation package 

( Invitation Letter/Goals
( Registration/RSVP

( Agenda

( Invited conferees organization list

( Directions

( Hotel information 
	

	Week 4
May 5-9
	( Determine contents for registration packet and syllabus
( Begin gathering material
	

	
	( Agenda 
( Speaker Bios & Handouts
( Meeting evaluation
	

	
	( WACs & RCWS
( AMDG Guidelines
( Current WA Physician CME Requirements
	

	
	( APS/AAPM Guidelines
( FSMB Model Policy
( Pain Patient Bill of Rights
	

	
	( WA Prescription Monitoring Law
( California Pain CME Law and Rules

( Oregon Pain CME Law and Rules
	

	Week 3
May 12-16
	( Follow up with speakers/remind of May 27 handout deadline
	

	Week 2

May 19-23
	· Finalize meeting room physical arrangements

· Arrange necessary A/V equipment 

· Lap top computer

· LCD projector

· A/V cart

· Screen

· Long power cords

· Flash drive

· Standing podium

· Lavaliere mic

· Wireless mic for audience
· Flip chart/markers

· Reserve catering

· Select menu
· Prepare name tag template and art work
	

	Week 1

May 26-30


	· Touch base with speakers

· Prepare the chairman’s detailed agenda
· Prepare press announcements for post meeting distribution
	

	Week 0

June 2-5
	· Copy & collate registration packet/syllabus 
· Compile registration list

· Print and alpha order name tags
· Provide guarantees to caterer
	

	Day of

June 6
	· Carry registration packets to site
· Set up registration table
· Check room set up/advance prep room with signage and appropriate materials

· Verify A/V set up Registration

· Conduct Meeting

· Clean up
	

	Post meeting
Week of 

June 9-13
	· Distribute press announcements
· Compile and prepare evaluation summary

· Prepare and mail thank you letters to speakers, facilitators, recorders/reporters and planning committee with evaluation summary
	

	
	· Prepare and e-mail/mail follow up letters to summit participants

· Develop action plan for the future

· Develop and implement funding plan

· Determine legislative agenda and develop action plan

· Coordinate with other organizations GR
	


1

