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    National Workshop Action list
Use this as a checklist for planning your national workshop in Spring 2011.
Country: …………………………………………………………………….. 
Cooperation contact for national Workshop: …………………………………………………………………….. 

Expected Date: …………………………………………………………………….. 

Product group(s)/Focus group: ………………………………………………………………………………
1. Participant list: Who will you invite, How will they assist, Who will be your priority participants

	Participants
	Name
	Function and Priority
	Deadline Date for agreement

	Industry:


	Association:

Companies/focus group:

Laboratory that can perform tests:

Other:


	
	

	Authorities


	Ministry of Environment:

Key person from public purchasing:

Consumer organisation:

Other:


	
	

	Retailers


	Retail association:

Specific retail purchasers for the above product group:

Other:


	
	

	Media/info. dissemination
	Print media:

Internet:

Other:


	
	

	Other
	
	
	


2. Speakers/presenters and Content:  
	Organisation
	Name
	Content
	Duration
	Deadline Date

	Industry:


	Relevant association:

Laboratory that can perform tests:

Other:


	
	
	

	Authorities


	Ministry of Environment:

CB:

Consumer organisation:

Other:


	
	
	

	Guest speakers


	Satisfied licence holder:

Marketing expert:

Cooperative Retailer:

Other:


	
	
	


3. Magnet

Who/what will be your “magnet” (the participant that will attract others especially your focus group) ?and

Who is your backup “magnet” ?
4. Promotional activities:  How will you promote your event.

	Promotional Medium
	Contact: 
	Expected medium activities
	Target group
	When

	News papers: 

TV:

Special interest media:


	
	
	
	

	Websites


	
	
	
	

	Association news letters


	
	
	
	

	Internet


	
	
	
	

	Letters


	
	
	
	

	Other


	
	
	
	

	Clipping of media (Observing)
	
	
	
	


5. Practicalities:  Organisation activities

	Practicalities
	Needs/Actions
	Responsible person/Deadline
	Costs

	Invitations
	
	
	

	Team
	
	
	

	Budget
	
	
	

	Venue location
	
	
	

	Equipment
	
	
	

	Food/refreshments
	
	
	

	Translator
	
	
	

	Give-aways
	
	
	

	Handouts
	
	
	

	Presentation
	
	
	

	Layouts
	
	
	

	Promotion materials (Roll-ups, transparent etc.)
	
	
	

	Documentation
	
	
	

	Other
	
	
	


Other
