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1. Event Hosting Overview

On behalf of the Police Association of Ontario (PAQO), we extend our deepest gratitude to your association for
agreeing to host one of our pivotal events. Your willingness to take on this role is immensely appreciated and
underscores the collaborative spirit that defines our community. Hosting a PAO event is no small task, and
your commitment is crucial to the success of our collective endeavours.

Benefits of Hosting:

e Increased Visibility: Hosting a PAO event places your association in the spotlight, offering extensive
exposure and recognition within the PAO community.

e Networking Opportunities: Facilitate and participate in exclusive networking opportunities with key
stakeholders, leaders, and members from across the province.

e  Skill Enhancement: Gain valuable experience in event management and organizational skills, which
can be beneficial for future initiatives and personal development.

e Community Engagement: Showcase your local area and engage with the community, fostering
stronger local connections and support.

We are committed to supporting you throughout the event planning and execution process. The PAO team
will be readily available to assist with logistics, marketing, and on-site management, ensuring you have all
the necessary resources at your disposal. We value teamwork and open communication and are here to help
at every stage.

We look forward to working together to create an impactful event for our members across the province. This
guide is designed to be a working document, equipping you with all the essential information to host a top-
notch event that reflects our shared goals and dedication to excellence in service. If you find anything is
missing, please reach out to the PAO team, who will be happy to add it.

1.1 Collaboration Between the Host and PAO

The collaboration between the host association and the PAO is crucial for the successful planning, execution,
and follow-up of the event. At a very high level, the host association manages all of the event logistics, social
events, on-site prizing, and more, while the PAO oversees all of the event programming. This section outlines
the framework for communication and interaction to ensure both parties are aligned and well-informed
throughout the event lifecycle.

Collaboration is key, and we are here to support you every step of the way. The PAO team will be readily
available to assist with logistics, marketing, and on-site management, ensuring you have all the necessary

resources at your disposal. We value teamwork and open communication and are here to help at every
stage.

1.2 Roles and Responsibilities of the Host vs. PAO

The below chart outlines the specific roles and responsibilities for both the host association and the PAO
throughout the event planning process. This section provides a framework for communication and
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interaction to ensure both parties are aligned and well-informed throughout the event lifecycle.

Role/Responsibility Assigned To
Pre-Event
Coordinating Kick-Off Meeting PAO

Venue Selection and Contract Negotiations with Conference Direct

Host Association

Coordinating Social Activities

Host Association

Site Visits

Host Association

Advertising Event to Membership

PAO

Securing A/V

PAO

Securing and Managing Event Sponsorships

Host Association

Program Development and Speaker Management

PAO

Food and Beverage Selection (Except for President’s Banquet at AMC)

Host Association

Managing Event Registration and Delegate Communications

PAO

Securing and Preparing Delegate Registration/Gift Package

Host Association

Printing Delegate Name Badges

PAO

On-Site

Staff and Manage Registration Desk/Information Booth

Host Association

Manage Speakers and Lead Programming

PAO

A/V Management

PAO

Host Hospitality Suite

Host Association

Post-Event

Administer Post-Event Survey

PAO

Finalize Invoice with Host Hotel

Host Association

Final Reconciliation and Registration Fee Remittance

PAO

January 3,2025 | www.pao.ca




Y

Police
Association
of Ontario

1.3 Meetings Between the Host and PAO

Initial Kick-Off Meeting

e  Purpose: To align on objectives, discuss initial plans, and set expectations.

e Timing: This meeting should occur immediately after the host association has been selected.

e Attendees: Key representatives from both the host association and the PAQ, including event
coordinators and decision-makers.

Regular Update Meetings:

=  Frequency: Monthly meetings are recommended to review progress, discuss challenges, and update
plans as needed. As the event date approaches, the frequency should increase to bi-weekly.

=  Format: Virtual meetings are advisable to accommodate differing schedules, with at least one in-
person meeting if feasible.

Ad-hoc Meetings:

= Trigger: To address specific issues or urgent decisions that cannot wait for the scheduled meetings.
= Arrangement: Either party can request an ad-hoc meeting. A meeting should be scheduled within 48
hours of the request.

2. Pre-Event Planning

2.1 Timelines and Deadlines

Provide a clear timeline for each stage of the planning process, including critical deadlines for venue
booking, registration opening, and materials submission.

2.2 Venue Selection and Space Requirements

Shortly after securing a PAO event, a member of our team will introduce you to Conference Direct. This
service is available at no cost and provides expert assistance with venue and hotel selection, as well as
contract negotiations, ensuring a seamless planning process. Conference Direct has been working with the
PAO for years and understands our needs intimately, making them a valuable resource for our events.

Selecting a venue for an event is a crucial step that requires careful consideration of several factors to ensure
its success. This section breaks down the key aspects to consider and provides a table for space
requirements based on different event types.

Key Factors for Venue Selection
e Location:

o Ensure the venue is convenient for most attendees.
o Look for good transportation links and ample parking facilities.
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e  Capacity and Flexibility:
o The venue must comfortably accommodate the expected number of guests (outlined below)
o Ensure there are flexible space options for different event segments such as workshops,
presentations, and social events.
e  Essential Amenities:
o Availability of audio-visual equipment, Wi-Fi, and catering services.
o Ensure the venue meets technical and logistical needs.

Conference Direct Support

During the event planning process, host associations will have access to Conference Direct at no additional
cost. This service assists with venue and hotel selection as well as contract negotiations, making the process
smoother and more efficient. With years of experience working with the PAO, Conference Direct
understands our specific needs and provides tailored support to ensure successful events.

They are well-versed in determining the number of rooms required for each event, meeting space
requirements, and can negotiate upgrades for guests at no additional cost. Their expertise ensures that all

logistical details are managed effectively, allowing you to focus on creating a memorable event.

Recent Event Attendance Figures

Event 2022 2023 2024
Winter Membership Meeting 90 112 116
Annual Meeting and Convention (Full Meeting) 149 157 157
Annual Meeting and Convention (President’s 197 160 225
Banquet and Awards)

Civilian Conference 95 122 N/A

3. Advertising and Promotional Materials

3.1 Event Advertising

All PAO events are “closed door” events, meaning they are available to members only. This approach
eliminates the need for broad advertising, as we have a fixed audience based on our membership size. While
this strategy differs from many other conferences and events, it helps control delegate sizes and allows us to
engage with the most relevant materials for our members.

The PAO will manage a comprehensive communications strategy to ensure our members are informed about
the event. This strategy includes regular updates to keep hosts well-informed of expected audience sizes as
the event approaches. We will do everything possible to promote the event within our membership and
keep hosts updated on registration figures to help with their planning.
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3.2 On-Site Signage and Promotional Materials

Any on-site signage and promotional materials, such as event programs, pull-up banners, and other branded
items, are the responsibility of the host association. These materials must conform to the PAQ's brand
guidelines to ensure consistency and professionalism.

The PAO has provided a comprehensive brand guide and all necessary assets, including our logo in various
formats, in the hosting folder for your convenience. This guide includes detailed instructions on proper logo
usage, colour schemes, typography, and other branding elements.

If you have any questions about branding, the use of our logo, or require further assistance, please do not
hesitate to reach out. We are happy to help ensure that all materials meet our standards and reflect the
PAQ's image accurately.

By adhering to these guidelines, we ensure a cohesive and polished presentation throughout the event,
reinforcing the PAQ's professional image.

4. Delegate Management

4.1 Delegate Registration

PAO Responsibilities

The PAO is responsible for creating and managing the event registration platform via the PAO website. The
registration page typically launches 3-4 months prior to the event date and captures all necessary details
from attendees. These details include:

Dietary restrictions

Accessibility needs

Information needed by the host association for social events (if required)
Basic attendee information

The PAO will provide the host association with all collected information and final attendee numbers one
week prior to the event date.

Host Association Responsibilities
Hosts must provide any special registration details they wish to collect (e.g., attendance at an offsite meal,

collecting revenue for optional events) before the registration opens. This ensures the PAO can configure the
registration site accordingly.

Handling Special Requests

Dietary Restrictions:
e Clearly communicate dietary restrictions to kitchen staff or caterers.
e Provide a variety of meal options to accommodate different preferences.
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e  Ensure measures are in place to avoid cross-contamination.

Accessibility Needs:
e Implement necessary modifications, such as ramps and accessible seating.
e Maintain open communication with attendees to address any concerns or feedback.

By prioritizing these needs, you foster a welcoming and accommodating atmosphere for all participants.

Summary

By following these guidelines, the PAO and the host association can ensure that the event registration
process runs smoothly and that all attendees' needs are met, creating an inclusive and enjoyable event
experience for everyone.

4.2 Delegate Communications

The PAO will communicate with all registered delegates from the time they register through to post-event.
Delegates will receive timely updates on the program, venue information, and other pertinent details to
ensure they are well-informed.

To enhance the delegate experience, daily emails will be sent containing key information for the day ahead.
The PAO follows a detailed communications schedule to ensure delegates have all the information they
need. It is crucial for the host to inform the PAO of any changes that delegates need to be aware of (e.g.,
changes in bus times for offsite events) so these details can be promptly updated and communicated.

Example Communication Schedule:

e Initial Announcement (6 months prior):
o Email blast with save-the-date.
o Social media posts.

e  Monthly Updates (6-3 months prior):
o Email newsletters with event highlights.
o Updates on the event website.

e Bi-Weekly Updates (2 months prior):
o Detailed emails with logistics and speaker information.
o Release of event agenda with details.
o Social media teasers.

e  Weekly Updates (2 weeks prior):
o Countdown emails with final preparations.

o Social media reminders.

e  Final Week (daily):
o Daily emails with agenda and last-minute tips.

e  During Event:

January 3,2025 | www.pao.ca
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o Daily recap emails.
o Social media live posts and stories.

e Post-Event:
o Immediate thank-you email.
o Follow-up survey within 3 days.
o Recap email within a week with links to event photos, etc.

This comprehensive communication plan ensures attendees are well-informed, engaged, and supported
throughout the event lifecycle.

5. Event Execution

All your meticulous planning is finally coming together, and you are now on-site to host your event. The
anticipation and excitement are palpable as you prepare to welcome your delegates. Rest assured, the PAO
team will be there to assist and support you every step of the way. We’ll be available to help with any last-
minute details, troubleshoot any issues that arise, and ensure everything runs smoothly.

The following subsections provide crucial on-site details to ensure a smooth event together.

5.1 Event Day Checklist

Outlined below is a practical checklist for managing the day of an event, including setup and registration
desk management. While the PAO leads the execution of the event programming on-site, it is crucial for the
host association to have oversight of the run-of-show:

Pre-Event Preparation

Confirm Vendor Arrivals:
e  Confirm arrival times with caterers, AV technicians, photographers, and other vendors.
e Ensure all vendors have the event coordinator's contact information.
Staff Briefing:
e Conduct a final briefing with all event staff and volunteers.
e Review assignments, schedules, and contingency plans.
Event Kit:
e Pack an event kit with supplies like first aid, duct tape, scissors, pens, notepads, extra batteries,
chargers, etc.

Venue Setup

Arrival:
e Arrive at the venue early to oversee the setup.
e Ensure all entrances are accessible and clearly marked.
Layout and Signage:
e Set up directional and informational signage around the venue.
e Ensure the venue map is displayed prominently at the entrance.
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Audio-Visual Equipment:

e Test microphones, speakers, projectors, and other AV equipment.

e Check internet connectivity and ensure backup options are in place.
Seating Arrangements:

e  Verify that seating arrangements are as planned.

e  Ensure reserved seats are marked accordingly.
Decor and Ambiance:

e Set up decorations as needed.

e Ensure lighting is appropriate and aligned with the event’s theme.

By following this checklist, the host association can ensure a smooth and successful event day, supporting
the PAQ in delivering an outstanding experience for all attendees.

5.2 Registration / Information Desk Management

Responsibility

As the host association, it is your responsibility to manage the registration and information desk. In our
experience, the best events have a well-staffed desk at all times, ensuring delegates can easily get their
questions answered and receive assistance.

Setup

e Location: Place registration tables at the venue entrance for easy access.
e  Materials: Ensure all necessary materials are available, including name tags, pens, registration lists,
event programs, and welcome packets.

Staffing

e Assignments: Assign staff to the registration desk and brief them on their roles.
e Training: Ensure staff is trained on registration procedures, including handling walk-ins, VIPs, and
speakers.

Registration Process

e  Check-in: Set up a clear, organized check-in process.

e On-site Registrations: Have a system in place for handling on-site registrations and payments if
applicable.

e  Materials Distribution: Ensure all attendees receive their badges and welcome materials.

Troubleshooting

e Issue Handling: Have a plan for handling any registration issues or discrepancies.
e Contact List: Provide a contact list of key personnel to registration staff for any urgent issues.

By maintaining a well-organized and fully staffed registration desk, you ensure a smooth and efficient
experience for all delegates, enhancing their overall event experience

January 3,2025 | www.pao.ca
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Vendor Management

Maintaining strong relationships and communication with event vendors is crucial for ensuring the smooth
execution of an event. Here are some practical guidelines to help manage these relationships effectively:

Clear Communication

Initial Meetings: Start with detailed discussions about your event’s needs, expectations, and goals.
Ensure all vendors understand the event’s scope and objectives.

Regular Updates: Keep vendors informed about any changes or developments. Regular check-ins
via email or meetings help keep everyone aligned.

Point of Contact: Designate a primary contact person for all vendors to streamline communication
and avoid confusion.

Detailed Contracts

Scope of Work: Clearly define the services to be provided, including timelines, deliverables, and
responsibilities.

Building Strong Relationships

Professionalism: Maintain a professional demeanor in all interactions, showing respect and
appreciation for their expertise and efforts.

Trust: Build trust by being reliable and meeting your commitments.

Feedback: Provide constructive feedback post-event to help them improve their services.

Planning and Coordination

Timelines: Create detailed timelines for deliverables and ensure all vendors have copies.

Site Visits: Arrange for vendors to visit the event site beforehand to understand the logistics and
layout.

Rehearsals: For larger events, conduct rehearsals to ensure everyone knows their role and timing.

Problem Resolution

Proactive Approach: Address potential issues before they become problems. Regular check-ins can
help identify and resolve issues early.

Conflict Management: Handle disputes professionally and promptly. Aim for solutions that
maintain a positive relationship.

Documentation: Keep records of all agreements, communications, and changes to provide clarity
and avoid misunderstandings.

By following these guidelines, you can effectively manage relationships with event vendors, ensuring a
successful and smooth event experience for all parties involved.
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5.4 Social Media Engagement

The PAO will maintain a detailed social media engagement strategy for the event in coordination with the
communications team. This strategy will distinguish between content that is for members only and should
not be distributed broadly and items that align with our advocacy goals and are intended to be amplified
across social media.

Certain topics, especially those specific to our membership and internal discussions, will remain confidential
and shared exclusively within our member channels. Meanwhile, other topics that support our advocacy
objectives will be highlighted more broadly to engage the public and enhance our visibility.

To facilitate online interaction and engagement, the PAO will prepare and share an event hashtag. Delegates
are encouraged to use this hashtag to engage and interact online, enhancing the event experience and
promoting a sense of community.

By leveraging these strategies, the PAO ensures effective communication, maintains member confidentiality
where necessary, and promotes our advocacy efforts effectively across social media platforms.

0 Police Association of Ontario (PAO) & m
®PoliceAssocON

Today, we are privileged to welcome over 150 members from 35
associations across Ontario to our Annual Meeting and Convention,
hosted by the Windsor Police Association. For 92 years, these gatherings

have highlighted our to our . Each
member plays a vital role in protecting and advancing the rights,
interests, and well-being of our police personnel who keep our
communities safe. #EveryDayHer N #PAOAMC?

5.5 Emergency and Risk Management

Handling emergencies and managing risks during an event requires a proactive approach to ensure the
safety and well-being of all participants. Here’s a practical guide for host associations:

Risk Assessment and Planning

1. Identify Potential Risks:
o Conduct a basic risk assessment to identify potential hazards specific to your event, such
as problematic weather (e.g., snowstorms for winter meetings).
o Evaluate the venue for safety and accessibility.
2. Develop an Emergency Plan:
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o Create an emergency response plan outlining clear roles and responsibilities for staff.
o Establish evacuation routes and assembly points.

o Coordinate with local emergency services and inform them about the event details.
Preparation

1. Train Staff and Volunteers:
o Brief staff and volunteers on emergency procedures and their specific roles.
o Ensure everyone is familiar with the emergency plan and communication protocols.
2. Emergency Equipment:
o Ensure all emergency equipment (first aid kits, fire extinguishers) is accessible and
functional.
3. Communication Systems:

o Set up reliable communication channels (radios, phones) for use during emergencies.
During the Event

1. Monitoring:

o Constantly monitor the event and be vigilant for any emerging issues.
2. Emergency Response:

o Activate the emergency response plan immediately if an issue arises.
Use established communication channels to inform staff and attendees.
Evacuate participants to designated assembly points if necessary.
Provide first aid or medical assistance as needed.
Coordinate with emergency services for additional support.

O O O O

Post-Emergency Procedures

1. Account for All Attendees:

o Ensure everyone is safe and accounted for.
2. Assessment:

o Assess the situation to determine if it’s safe to resume the event or if cancellation is

necessary.
3. Debriefing:
o Conduct a debriefing session with staff to review the response and identify areas for
improvement.

4. Documentation:

o Document the incident and response actions for future reference and to enhance future
event planning.

By having a clear and practical emergency and risk management plan in place, host associations and the PAO
can effectively manage risks and ensure the safety of all participants.

January 3,2025 | www.pao.ca
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6. Financial Management

6.1 Budget

Event budgeting is a fundamental aspect of planning any successful event. A well-structured budget serves
as a financial roadmap, helping you manage resources, and control expenses. Proper budgeting ensures that
all financial aspects of the event are accounted for, allowing for a seamless execution and the achievement
of your event goals.

Key Benefits of Event Budgeting:

1. Financial Control: A detailed budget helps in understanding the cost breakdown of the event,
ensuring that you stay within financial limits and avoid overspending. It provides a clear picture of
where money is being allocated and helps in making informed decisions about expenditures.

2. Expense Management: By categorizing expenses into fixed and variable costs, you can prioritize
spending on critical aspects such as venue, catering, and technology, and adjust other areas as
needed. This flexibility is crucial for adapting to changing circumstances and ensuring essential
elements are covered.

3. Contingency Planning: Including a contingency fund in your budget helps manage unexpected
costs, ensuring the event remains financially viable even if unforeseen expenses arise. A good rule
of thumb is to allocate 5-20% of your total budget for contingencies.

Tips for Creating an Event Budget:

1. Set Clear Financial Goals: Determine the financial objectives of your event, whether it’s to break
even, generate a profit, or simply cover costs. Your goals will guide your budgeting decisions and
help prioritize expenditures.

2. Research and Gather Quotes: Collect multiple quotes from vendors to get a sense of the cost
landscape for various services. This practice not only ensures competitive pricing but also provides
insights into what is included in each service.

3. Allocate Budget Categories: Divide your total budget into categories such as venue, food and
beverage, marketing, and technology. You can use either a percentage-based or dollar-based
approach to allocate funds, depending on the specifics of your event.

4. Monitor and Adjust: Regularly review your budget against actual expenditures to identify any
discrepancies and make necessary adjustments. Keeping track of your budget helps you stay on
course and make real-time decisions to manage costs effectively.

Event Budget Template:

To assist with your budgeting process, we can provide a template that outlines all major expense categories
and revenue sources. This template will help you track spending, manage cash flow, and ensure that all
financial aspects of your event are covered. By using this template, you can streamline your budgeting
process and focus on creating a successful event.

For further guidance, we can connect you with recent hosts who can share their experiences and tips on

managing event budgets effectively. They can provide practical insights and advice on securing sponsorships
and optimizing resources.
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6.2 Event Fees

The following event per delegate fees have been approved by the Board of Directors and are being provided
to assist you with your budgeting process. Please review the fees carefully and incorporate them into your
budget preparations.

Please note, a 2.5% credit card fee per delegate will be deducted from the final remittance.

2024 2025 2026
Winter Membership Meeting $250 $260 $270
. . Early Bird: $500 Early Bird: $520 Early Bird: $540
A | Meeti dC ti
nhuativieeting and Lonvention Regular: $600 Regular: $620 Regular: $640
Civilian Conference $250 $260 Regular: $270

6.3 Sponsorship

Securing sponsorships is essential for offsetting the costs of hosting events and ensuring their success.
Sponsorships provide much-needed financial support and enhance the event's overall quality and appeal. As
the host association, it is your responsibility to find local partners, businesses, and other member
associations to secure these sponsorships.

Key Benefits of Securing Sponsorships:

1. Increase Event Budget: Sponsorships significantly boost your event budget, allowing you to plan
more effectively and offer better experiences for attendees. This can include securing world-class
speakers, enhancing event activities, and providing diverse ticket options.

2. Add Credibility: Partnering with well-known brands or respected local businesses can instantly
increase your event's credibility. Sponsors' reputations can attract more attendees, making the
event more appealing and trustworthy.

3. In-kind Contributions: Some sponsors may provide valuable in-kind contributions, such as
products, services, or expertise, which can further reduce costs and enhance the event experience.

Strategies for Securing Sponsorships:

1. Identify Potential Sponsors: Look for local businesses, industry partners, and other associations
that align with your event's goals and audience. Evaluate their past sponsorships and reach out to
those with a history of supporting similar events.

2. Craft a Compelling Proposal: Develop a detailed sponsorship proposal highlighting the benefits for
the sponsor, including brand exposure, networking opportunities, and potential ROI. Customizing
proposals to address the specific goals and interests of each potential sponsor can increase your
chances of securing their support.
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3. Leverage Existing Relationships: Utilize your network, including board members and past sponsors,
to make introductions and build connections with potential sponsors. Personal recommendations
can be a powerful tool in securing sponsorships.

4. Provide a Variety of Sponsorship Options: Offer different levels of sponsorship packages to
accommodate various budgets and preferences. This flexibility can make your event more attractive
to a broader range of potential sponsors.

By following these strategies and understanding the critical benefits of securing sponsorships, you can
significantly enhance your event's success. If you need additional guidance or examples of successful
sponsorship efforts, we can refer you to other recent hosts who can provide tips and insights. Collaboration
and strategic planning are key to securing the support you need.

6.4 Final Reconciliation and Host Remittance

Following the event, host associations must obtain all final invoices from the venue in an itemized format.
These invoices should be submitted to the PAO to initiate the financial remittance process. The itemized
invoices are crucial for developing a full financial report promptly. Once the PAO receives these invoices,
they will begin the financial remittance process and provide the host association with a complete financial
report.

This report will detail the registration revenue, minus a 2.5% credit card fee, to be provided to the host
association by Electronic Funds Transfer.

7. Post-Event Activities

7.1 Feedback and Surveys

The PAO collects delegate feedback on a range of items to help improve future events. This feedback covers
various aspects of the event experience, such as overall satisfaction, specific sessions, venue and logistics,
speakers and content, networking opportunities, and event communication. Sample questions include rating
overall satisfaction, identifying the most enjoyable parts of the event, evaluating the quality of sessions and
speakers, and providing suggestions for future improvements.

We are always looking to improve and would be happy to share the feedback received with hosts if they
have an interest. Additionally, if there is anything specific you, as the host, would like to hear from
attendees, please let us know, and we would be happy to include it in the post-event survey. This
collaborative approach ensures that we continuously enhance the quality of our events and address any
areas needing improvement based on direct input from our delegates.

Sample Survey Questions:

e  Overall Satisfaction:
o How would you rate your overall satisfaction with the event? (1-5 scale)
o What did you enjoy the most about the event?

e Specific Sessions or Activities:
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o Which sessions did you find most valuable? (Multiple-choice)
o Were there any sessions you felt could be improved? If so, how?
e Venue and Logistics:
o How satisfied were you with the event venue? (1-5 scale)
o How would you rate the organization and logistics of the event? (1-5 scale)
e  Speakers and Content:
o How would you rate the quality of the speakers? (1-5 scale)
o Were the topics covered relevant and useful to you? (1-5 scale)
o Any suggestions for future speakers or topics?
e Networking Opportunities:
o How satisfied were you with the networking opportunities provided? (1-5 scale)
o How could we improve networking opportunities at future events
e Event Communication and Marketing:
o How would you rate the pre-event communication? (1-5 scale)
o How did you hear about the event? (Multiple-choice)
o Any suggestions for improving our communication and marketing?
e Open-Ended Questions:
o What was your main takeaway from the event?
o Do you have any other comments or suggestions for future events?

7.2 Debrief Session

Following the conclusion of the event, the PAO will host a debriefing session with the host association. This
debrief session allows us to identify successes and areas for improvement, fostering continuous
enhancements for host associations. The reflective discussion provides valuable insights to refine our
strategies and optimize outcomes for future PAO events.

By engaging in this process, we aim to ensure that each event builds on the experiences and feedback from
previous ones, contributing to the overall success and satisfaction of our members. Please find a sample
agenda below.

Post-Event Debrief Session Sample Agenda

1. Welcome and Overview (5 minutes)
a. Opening remarks
b. Purpose of the debrief session

2. Event Summary (10 minutes)
a. Key highlights and outcomes
b. Attendance statistics

3. Feedback Review (10 minutes)
a. Summary of delegate feedback

b. Key points and themes

4. Operational Review (15 minutes)
a. Planning and logistics
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b. On-site management
c. Challenges faced

Financial Overview (5 minutes)
a. Budget summary

Areas for Improvement (10 minutes)
a. Identifying areas needing improvement
b. Suggestions for future events

Best Practices and Successes (5 minutes)
a. Highlighting what worked well

Next Steps (5 minutes)
a. Assigning follow-up actions
b. Setting deadlines for action items

Closing Remarks (5 minutes)
a. Final thoughts and thanks
b. Open floor for additional comments or questions

10. Adjournment

January 3, 2025
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8. Appendices and Resources

8.1 Contact List

Below is a list of key contacts who will assist host associations throughout the planning process:

Contact Name

Role

Email

Phone

Manager, PAO

Kelly Cyr Site Selector, Conference kelly.cyr@conferencedirect.com |289-878-9887
Direct
Ashley Bain Events and Member Services |ashley.bain@pao.ca 416-276-1572

8.2 Templates

Along with this guide, you will receive access to an accompanying folder of templates and resources to assist

you in hosting.
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