Learning Event Checklist Template
	Owner
	Description
	Status

	Education

	Education
	Learning Event Topic Selected
	Completed

	Education
	January Speaker Event Selected
	Completed

	Education
	Speaker Slide Deck Reviewed
	Completed

	Education
	Pre-Event/Tech Scheduled
	Completed

	Education
	Learning Event Roles Identified
	Completed

	Education
	Learning Event Complete
	Completed

	Education
	Thank you email sent to speaker
	Completed

	Education
	Honorarium sent to speaker
	Completed

	Education
	Roles Assigned
	In Progress

	President Elect
	Learning Event Survey
	In Progress

	Communication

	Communication
	Learning Event Promotion (customized through Wild Apricot)
	Completed

	Communication
	Learning Event on Promoted (LinkedIn & Website)
	Completed

	Communication
	Pre-Communication Email Scheduled
	Completed

	Communication
	Reminder email(s) scheduled (customized with the Zoom link included for Coffee and Conversation)
	Completed

	Communication
	Reminder email(s) scheduled (customized with the Zoom link included for Coffee and Conversation)
	Not Started

	Membership

	Membership
	Mark learning event attendance
	Not Started

	Membership
	Select participant prize winner
	Not Started

	Membership 
	Post Event Communication Sent
· Attachments included
	Not Started

	Membership
	Prize sent to winner
	Not Started

	
	
	Not Started

	Engagement

	Engagement
	Reminder Email Sent 
	Completed

	Engagement
	Coffee and Conversation Scheduled
	Completed

	Engagement
	Learning Event 
	Completed

	Engagement
	Post Event Communication
	Completed

	
	
	Not Started

	Finance

	Finance
	Honorarium sent to speaker
	Completed

	Finance
	Prize sent to participant winner
	Completed

	Administration

	Administration
	Schedule the learning event(s) in Zoom - send links to the appropriate parties (Education, Communication)
	Not Started

	Administration
	Schedule Coffee and Conversation in Zoom - send links to the appropriate parties (Education, Communication)
	Not Started

	Administration
	Learning Event Recording Posted - no later than 48 hours after the session
	Completed




Learning Event Checklist Template  

O wner  Description  Status  

Education  

Education  Learning Event Topic Selected  Completed  

Education  January Speaker Event Selected  Completed  

Education  Speaker Slide Deck Reviewed  Completed  

Education  Pre - Event/Tech Scheduled  Completed  

Education  Learning Event Roles Identified  Completed  

Education  Learning Event Complete  Completed  

Education  Thank you email sent to speaker  Completed  

Education  Honorarium sent to speaker  Completed  

Education  Roles Assigned  In Progress  

President Elect  Learning Event Survey  In Progress  

Communication  

Communication  Learning Event Promotion (customized through Wild  Apricot)  Completed  

Communication  Learning Event on Promoted (LinkedIn & Website)  Completed  

Communication  Pre - Communication Email Scheduled  Completed  

Communication  Reminder email(s) scheduled (customized with the  Zoom link included for Coffee and Conversation)  Completed  

Communication  Reminder email(s) scheduled (customized with the  Zoom link included for Coffee and Conversation)  Not Started  

Membership  

Membership  Mark learning event attendance  Not Started  

Membership  Select participant prize winner  Not Started  

Membership   Post Event Communication Sent   ●   Attachments included  Not Started  

Membership  Prize sent to winner  Not Started  

  Not Started  

Engagement  

Engagement  Reminder Email Sent   Completed  

Engagement  Coffee and Conversation Scheduled  Completed  

Engagement  Learning Event   Completed  

Engagement  Post Event Communication  Completed  

  Not Started  

Finance  

Finance  Honorarium sent to speaker  Completed  

Finance  Prize sent to participant winner  Completed  

Administration  

Administration  Schedule the learning event(s) in Zoom  -   send links to  the appropriate parties (Education, Communication)  Not Started  

