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Organizing and Preparing for Events
Jennifer Scheler
Timeline

Event Planning

· File folder for each event: 
· event paperwork
· printed maps
· directions
· addresses
· hotel reservation
· team email copy
· restaurant info/menu
· cell phone numbers
· event details summary (print out or written on front/inside)
During/after event add mileage record, expense receipts, planning sheet copies, 
prospect list report, extra coupon codes.

Event Budgets

Product Prep

· removable book labels - Avery 6467 – template in Word (also works great on assistant name tags)

Packing List

· Photograph each display section & print large photo, print individual display checklists, preserve both in sheet protector, and pack on top of display items in labeled box

· If you have multiple events, pack display items (used at every event) and consumable items (require restocking before each event) separately

· To save on space: load racks and banners without their shipping boxes (but do use bags to protect); pack display items in boxes (SL castle boxes for most; smaller boxes to fill in gaps)

Income & Expenses
2013 Sonlight Training Conference








