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Planning Full Day Events: Strategies for Success

Lindsey Kerr, Melanie Fuhrmann
Are you considering hosting a full-day educational event, but not sure where to 
start? Join Consumer Horticulture Educators Lindsey Kerr and Melanie 
Fuhrmann as they share practical strategies, lessons learned, and their 
experiences from organizing successful full-day conferences. Topics include 
developing planning timelines, recruiting and scheduling speakers, 
sponsorships, marketing and promotion, managing registration and participant 
communications, coordinating volunteers, handling day-of logistics, and 
evaluating the participant experience. Learn how to navigate challenges of 
event planning and how to create a positive experience for participants and 
presenters alike.

https://www.canr.msu.edu/people/lindsey-kerr
https://www.canr.msu.edu/people/melanie-fuhrmann/?profileDisplayContent=contactInfo&roleURL=melanie-fuhrmann


Overview
Developing planning timelines

Recruiting and scheduling speakers

Sponsorships

Marketing & Promotion

Managing Registration and Participant Communication 

Coordinating volunteers

Handling day-of logistics

Evaluating the participant experience

Pre-Event Logistics



Developing Planning 
Timelines



Developing Planning Timelines

• Contact Events

• Work backwards from day of event

• Choose a date at least 6 months out

• Plan for flex time



Location

• Accessibility 

• Parking

• Site fees

• Security

• Availability 

• Tech/IT

• Lighting 

• Seating

• Catering 

• Staff



Committee Communication

• Consistent regular meetings
• Start meetings 1 year – 8 months out

• Bi-weekly meetings until 5 months out, then weekly

• Ongoing Planning Notes – all conversations in one location

• Spreadsheets with tasks and important details

• Breaking down tasks & assigning sections to certain people



Recruiting and 
Scheduling 
Speakers



Recruiting and Scheduling Speakers

• What is the goal of the 
conference?

• Is there a theme? 

• Types of speakers:
• Inspirational
• How-to
• Photo essays
• Hands-on? Workshops?

• Breakout sessions



Speaker Logistics

• Booking speakers

• Travel

• Paying speakers

• Pro tip: MSU speakers are a lot 
easier to coordinate and less 
expensive! 





Sponsorships



Sponsorships

• Strategy

• Sponsorship levels 

• Donations
• Money

• Goods

• Recognition

• Website?





Sponsorship Excel Tracker





Marketing and 
Promotion



Marketing and Promotion

• Email signature 

• Save-the-date

• DotCMS

• MSUE news articles 

• Registration announcements 

• County Extension newsletters

• Promotional PowerPoint slides 

• Ads

• **Creating anticipation on social media







Promoting
Speakers



Pre-Event Logistics



Keeping Track of Expenses



Pre-Event Logistics

• Building Layout

• Contact Person

• Technology Needs & Confirmation

• Schedule

• Accommodation Needs 

• Early Setup

• Designate the “Behind the Scenes” Educator



Food

• Make sure your caterer can accommodate 
all of the requested dietary restrictions

• Boxed Lunch or Buffet? 

• Dietary Restrictions
• Label Names 

• Anyone with a Dietary Restriction should get 
food first!

• Coffee/Tea & Snacks



Goody Bags

• Handouts

• Evaluation

• Snacks

• Promotional Items

• Event Program

• Evaluation Sheet

• Sponsored Items



Event Program

• Program Title

• Welcome 

• Schedule 

• Speaker Biographies

• Presentation Titles & Descriptions

• Sponsors

• Note page(s)

• Thank you

• Evaluation Information & Social Media Links





Signage

• Justice for All 

• MSU Extension Branding

• Directional Signage



Managing Registration 
and Participant 
Communication



Managing Registration

• Set registration limits per building/room guidelines
• Registration cap needs to include volunteers, staff, speakers. 

• Lunch information connected to Registration

• Weekly checks for unpaid registrations

• Accommodation Needs

• Media Release



Participant Communication

• Registration E-receipt

• Reminder Email via Events Management System

• Clear communication & Reminders throughout the event 



Coordinating 
Volunteers



Coordinating Volunteers

• Assign specific tasks/roles

• Volunteer Meeting Pre-Event

• Thank them!







Handling Day-Of 
Logistics



Handling Day-of Logistics

• Assigning Tasks to Individuals

• Gate Crashers

• Create a Program Script

• Keep to the timeline!

• Photographer



Evaluating the 
Participant 
Experience



Evaluating the Participant Experience

• How are you going to use the information 
from the evaluation? 

• Why are you doing an evaluation? 

• Paper evaluation within goody bag
• Turn your evaluation in to receive a free plant! 



Post – Evaluation (4.5 Months Later)



Notes for Future Conferences 

• What went well?

• What can be improved?

• Keep it all in Teams



AJFA Poster Updated: 03/2025 

MSU Extension Statements Updated: 10/2026

Michigan State University is an equal opportunity provider 

and employer; its programs and activities are open to all 

without regard to personal protected identity. In 

accordance with Federal law, U.S. Department of 

Agriculture (USDA) requirements, and MSU policy, 

discrimination in USDA-sponsored programs and activities 

is prohibited on the basis of race, color, national origin, 

sex, age, disability, and reprisal or retaliation for prior civil 

rights activity. More information about these and other civil 

rights protections at MSU is available in MSU’s Notice of 

Non-Discrimination, Anti-Harassment and Non-Retaliation. 

Issued in furtherance of MSU Extension work, acts of May 

8 and June 30, 1914, in cooperation with the USDA and 

MSU Extension. 

This information is for educational purposes only. 

References to commercial products or trade names does 

not imply endorsement by MSU Extension or bias against 

those not mentioned.


	Slide 1: Planning Full Day Events:  Strategies for Success
	Slide 2: Planning Full Day Events: Strategies for Success
	Slide 3: Overview
	Slide 4: Developing Planning Timelines
	Slide 5: Developing Planning Timelines
	Slide 6: Location
	Slide 7: Committee Communication
	Slide 8: Recruiting and Scheduling Speakers
	Slide 9: Recruiting and Scheduling Speakers
	Slide 10: Speaker Logistics
	Slide 11
	Slide 12: Sponsorships
	Slide 13: Sponsorships
	Slide 14
	Slide 15: Sponsorship Excel Tracker
	Slide 16
	Slide 17: Marketing and Promotion
	Slide 18: Marketing and Promotion
	Slide 20
	Slide 21
	Slide 22
	Slide 23: Pre-Event Logistics
	Slide 24: Keeping Track of Expenses
	Slide 25: Pre-Event Logistics
	Slide 26: Food
	Slide 27: Goody Bags
	Slide 28: Event Program
	Slide 29
	Slide 30: Signage
	Slide 31: Managing Registration and Participant Communication
	Slide 32: Managing Registration
	Slide 33:  Participant Communication
	Slide 34: Coordinating Volunteers
	Slide 35: Coordinating Volunteers
	Slide 36
	Slide 37
	Slide 38: Handling Day-Of Logistics
	Slide 39: Handling Day-of Logistics
	Slide 40: Evaluating the Participant Experience
	Slide 41: Evaluating the Participant Experience
	Slide 42: Post – Evaluation (4.5 Months Later)
	Slide 43: Notes for Future Conferences 
	Slide 45

