Desighing Conference
Agenda

Step 1: Objective Setting

Define the primary goals and desired outcomes for the conference.
Determine the key topics, themes, and messages you want to
communicate to the attendees. Prioritize content that aligns with
these objectives.

Step 2: Audience Analysis

Research and understand the demographics, interests, and needs of
your target audience. Tailor the agenda to meet their expectations,
interests, and professional levels.

Step 3: Session Planning

Breakdown the conference into various sessions. Plan a mix of
keynotes, panel discussions, workshops, and networking
opportunities. Ensure each session has clear objectives and is
relevant to the overall theme of the conference.



Step 4: Speaker Selection

Identify and invite speakers who are subject matter experts and
engaging presenters. Evaluate potential speakers based on their
expertise, reputation, and speaking experience. Communicate with
them about the conference objectives and their session's goals.

Step 5: Schedule Structuring

Create a balanced schedule with a variety of activities. Space out
high-intensity sessions with breaks or networking opportunities.
Avoid scheduling similar topics or competing sessions simultaneously.

Step 6: Content Diversification

Incorporate different types of learning and engagement methods,
such as Q&A segments, interactive polls, or hands-on workshops.
Diverse content delivery methods can cater to various learning
preferences and keep the agenda dynamic.

Step 7: Logistics Coordination

Work on logistics such as room assignments, technology needs,
accessibility considerations, and time management. Confirm all the
facilities and equipment needed for each session are in place and
functioning.

Step 8: Feedback Incorporation

Review past conferences' feedback to pinpoint areas for
improvement. Adjust the agenda based on the critiques to ensure the
new conference agenda is more engaging and valuable.



Step 9: Final Review

Conduct a comprehensive review of the agenda with the conference
team. Verify the flow, timing, and coherence of sessions. Make sure
there are no conflicts and that the agenda aligns with the conference
objectives.

Step 10: Agenda Publication

Publish and distribute the final agenda to potential attendees. Use
multiple channels such as the conference website, emails, social
media, and printed brochures. Allow time for potential feedback and
adjustments if necessary.

General Notes

Flexibility

Keep some flexibility in the schedule for last-minute changes or to
accommodate speaker availability.

Interactivity

Consider using mobile apps or online tools to make the agenda
interactive and easily updatable.

Continuous Improvement

Post-conference, gather feedback from participants to inform
improvements for future conference agendas.
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