
	After-Conference Checklist & Action Planning Template

	Organize
 Gather all notes

 Gather all business cards

 Make list of connections made on social media
	

	Goals & Aims
· What did you set out to achieve?
	

	Session Knowledge & Insights
· Review your notes

· Which sessions did you attend?

· For each session, write down:
· A key piece of knowledge or insight, or

· Something that struck you, or

· Something you want to put into action
	Session Date
	Session Name
	Key Knowledge / Insights

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	People Knowledge & Insights
· Did you have any conversations outside of sessions which struck you?

· Write down knowledge or insights
	

	Insights Into Action
· Mark insights that you can work into an action plan

· Brainstorm ideas!

· What tasks do you need to do?

· Who could help? 

· What resources do you need?

· How will you gain buy-in?

· What potential barriers could you encounter?

· How could you overcome those barriers?
· Set SMART goals
· Prioritize each goal
	


	External Communications

Download slides from speakers websites


Connect on social media with new contacts


Email / message new contacts

For each contact, consider:

· How could these people help you? 

· How could you help these people?

Do anything else you promised for new contacts
	

	Evaluating the Event
· What were your aims/goals?

· Did you achieve what you set out to do?

· What were intended / unintended outcomes?

· How can you measure ROI?

· If not possible to measure ROI – did the event deliver Return On Expectation?
	

	Internal Communications

Put together a conference recap using key knowledge & insights


Choose a communication format appropriate to audience

· Email

· Report

· PowerPoint

· Lunch & Learn


Use a mix of media for maximum impact 


Communicate up

Communicate down

	

	Carry On Learning
 Review conference hashtag

 Look up speaker blogs

 Ask other attendees what changes they’re making
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