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WEBINAR CHECKLIST
	TASK
	DATE DUE
	DUTIES
	ADDITIONAL NOTES

	STAGE 1: PLANNING

	
	
	

	        Identify topic(s) 
	
	
	

	        Pinpoint goals
	
	
	


	⁯     Select speakers
	
	
	


	        Determine budget
	
	
	

	        Select vendor(s)
	
	
	



	        Determine technical 
         requirements
	
	
	


	        Assign technical staff
	
	
	


	        Design custom elements
	
	
	


	STAGE 2: EXECUTION 
	
	
	

	        Begin promotion effort
	
	
	

	        Launch registration page
	
	
	


	        Secure ads/banners for   
         promotion 
	
	
	

	        Email reminder, one week 
         before event
	
	
	

	        Test run to check for technical 
         snags
	
	
	

	        Email reminder, two days
         before event 
	
	
	


	        Email reminder, two days 
         before event 
	
	
	

	        Email reminder, day of event
	
	
	

	STAGE 3: FOLLOW-UP
	
	
	

	        Follow-up thank you email
	
	
	

	        Analyze results/goals
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