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	1. [bookmark: _Toc164163543]EXECUTIVE SUMMARY
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	Briefly introduce the conference, its significance, and how it aligns with current industry trends or needs. Highlight the unique selling points and the anticipated impact on the target audience.



	2. [bookmark: _Toc164163544][bookmark: _Hlk164156651]conference overview
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Provide a detailed description of the conference, including its theme, primary topics of discussion, and format (e.g., in-person, virtual, hybrid). Mention any distinctive features such as workshops, networking sessions, or exhibitions.



	3. [bookmark: _Toc164163545]OBJECTIVES AND GOALS
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	Clearly outline the objectives and goals of the conference. These aims might include facilitating knowledge exchange, showcasing new research or products, or building professional networks.



	4. [bookmark: _Toc164163547]TARGET AUDIENCE
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	Define the target audience for the conference, including their professional background, interests, and what they seek to gain from attending.



	5. [bookmark: _Toc164163548]PROPOSED VENUE AND DATE
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	Suggest a venue and date for the conference, providing reasons for the choice based on location, facilities, accessibility, and availability. For virtual or hybrid events, describe the platform you are considering.



	6. [bookmark: _Toc164163550]CONFERENCE PROGRAM
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	Outline a preliminary program schedule, including keynotes, panel discussions, breakout sessions, and any social or networking events.



	7. [bookmark: _Toc164163551]KEYNOTE SPEAKERS AND PANELISTS
[image: Three squares, one filled with horizontal lines]
	List potential or confirmed keynote speakers and panelists, highlighting their expertise and relevance to the conference theme.



	8. [bookmark: _Toc164163552]SPONSORSHIP OPPORTUNITIES
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	Detail various sponsorship levels and the benefits associated with each, from branding opportunities to speaking slots and exhibition space.



	9. [bookmark: _Toc164163553]MARKETING AND PROMOTION STRATEGY
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	Describe the strategy for marketing the conference to potential attendees and sponsors, including digital marketing, partnerships, and PR efforts.



	10. [bookmark: _Toc164163554]BUDGET OVERVIEW
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	Provide an estimated budget, detailing projected costs for venue, speakers, marketing, and other expenses, along with potential revenue sources such as ticket sales and sponsorships.




	11. [bookmark: _Toc164163555]LOGISTICS AND OPERATIONS PLAN
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	Outline the logistics and operational requirements for the conference, including registration processes, accommodation arrangements, catering, and technology needs.



	12. [bookmark: _Toc164163556]RISK MANAGEMENT PLAN
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	Identify potential risks to the successful execution of the conference, such as technological failures or health and safety concerns, and outline mitigation strategies.




	13. [bookmark: _Toc164163558]CONCLUSION
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	Summarize the proposal, reiterating the value and expected outcomes of the conference. Encourage the recipient to support or approve the proposal.



	14. [bookmark: _Toc164163559]APPENDICES
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	Include any additional information or documents that support the proposal, such as detailed budgets, speaker bios, or floor plans of the proposed venue.
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