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Before planning specific events, you need to knos
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most accurate when they write a one-paragraph statement to use in advertisements and for 
introductions.  If you plan on recording the seminar, it is suggested a release form be created. The 
speaker’s company may request review of the video prior to release.  

It is also common that a small token of gratitude be given to the speaker, such as local section 
promotional items, or a plaque. 

Sending Save the Dates 
Announcing speakers as soon as they have committed will maximize your attendance. It allows 
members to shift their schedules for speakers they find particularly interested in as well as share the 
invitation with colleagues. In addition to email, advertise in as many outlets as practical to ensure both 
members and interested parties will see the invite-these include monthly newsletters, section websites, 
social media and announcements at prior meetings.  

Send out Formal advertisement and registration request (1 month) 
This is a critical element of the planning portion for such events. Utilize the AIChE resources such as the 
membership list including any delinquent members to get the word out. Its important to ensure that the 
formal advertisements and registration request gets sent out in advance by 1 month. This will help get 
the event on potential attendees’ calendars as a placeholder and give them an opportunity to register in 
advance. It will also allow them to perhaps forward it on to other interested groups/people. This will in 
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Print name tags, registration, PDH certs (week of meeting) 
It is highly essential to run this event from a well-organized and professional outlook. Make sure you 
spell names of people correctly on their name tags in decently sized font. All the pertaining registration 
materials should be ready on the table outside the location or inside (as soon as you enter depending on 
the venue).  PDH certificates should be printed and made available for people who wish to receive them.  
For others who decide to at the meeting, or are wish to receive them for the first time, logical steps 
should be listed on a separate piece of paper to refer to quickly. 

Send out final reminder email (2-3 days) 
A final reminder email should be sent 2-3 days before the event to ensure that people have this on their 
calendars. This way if conflicts within their schedules have arisen and some choose to not attend, they 
can let the organizer know. The organizer can then make any needed changes to the location headcount 
or other pertaining preparations, depending on how much of an impact it will have. This also gives you 
an opportunity to answer any last minute questions that people may have on their minds. 

During the Meeting (Day of meeting) 
There are various reasons members attend a local section meeting, and the speaker is just one of them. 
Here is a suggestion for how the night might unfold. This timeline allows for a meeting time of 
approximately two hours: 

1. Start the night with about a half hour of networking, while people are arriving and registering. 
2. Serve dinner, if applicable, and wait until most are finished with the main course prior to 

starting the meeting.  
3. Make any section announcements, and then introduce the speaker. 
4. An effective talk will typically last about 45 minutes, with 10 minutes allotted for questions.  
5. 




