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User Guide: Lunch & Learn, Webinar, Seminar

1. Determine location (customer location, our location, tradeshow location, separate meeting space, etc.)

2. Invite attendees

3. Get a count of audience members

4. Determine food selections and order (not necessary if Webinar)

5. Determine content of material

6. Prepare presentation using “approved” template

7. Route to product manager to ensure technical correctness if necessary

8. Route to division managers for all applications

9. Get “approval”

10. Determine material that will be distributed to attendees and/or sent to leads that want more information on products, etc. mentioned in the presentation

11. Write letter that will accompany the material above (if following up after the meeting)

12. Send both materials and letter to Lead Fulfillment Person (LFP)

13. Post information on our website, if appropriate

14. Send feedback survey to attendees
UPDATE as of 10/27/2017:

Marketing will send all seminar materials to final destination via guaranteed shipment to arrive 3 days prior to event.  Seminar materials will include blank certificates to ensure that every attendee receives a certificate at the time of the seminar, no matter how early or late they register for the event and in the event official certificates in their name are not available at the seminar.  
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