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1. [bookmark: _Toc164237379]INTRODUCTION
	
A brief overview of the virtual event proposal, highlighting the innovative approach and potential impact of hosting the event online.



2. [bookmark: _Toc164237380]virtual event concept
	[bookmark: _Hlk164104348]
Detailed description of the virtual event, including its theme, main topics or activities, and how it differs from traditional in-person events. Emphasize the benefits of the virtual format.



3. [bookmark: _Toc164237381]OBJECTIVES and expected outcomes
	
Clearly defined goals for the virtual event and what success looks like. Include both qualitative and quantitative targets.



4. [bookmark: _Toc164237382]TARGET AUDIENCE AND ENGAGEMENT STRATEGY
	
Identification of the primary audience for the event, including demographics and interests. Outline strategies to engage this audience before, during, and after the event.




5. [bookmark: _Toc164237383][bookmark: _Hlk536359917]virtual platform and technology requirements
	
Selection of the virtual event platform and necessary technology, detailing features that support engagement, networking, and content delivery. Include any software or hardware requirements for participants.



6. [bookmark: _Toc164237384]CONTENT AND PROGRAM STRUCTURE
	
A program schedule that balances live and pre-recorded content, interactive sessions, and networking opportunities. Highlight keynote speakers, panels, workshops, and any special programming.



7. [bookmark: _Toc164237385][bookmark: _Hlk536359919]interactive elements and particIpant engagement
	
Description of interactive features such as Q&A sessions, live polls, breakout rooms, and gamification elements that will enhance participant engagement and experience.



8. [bookmark: _Toc164237386]MARKETING AND ONLINE PROMOTION STRATEGY
	
Comprehensive plan for promoting the virtual event through social media, email marketing, partnerships, and digital advertising. Highlight strategies for creating buzz and driving registrations.



9. [bookmark: _Toc164237387][bookmark: _Hlk536359921]sponsorship and virtual exhibitor opportunities
	
Detail the logistical and operational plans for executing the event, including staffing, registration processes, catering, and technical requirements.




10. [bookmark: _Toc164237388]BUDGET AND RESOURCE PLAN
	
Identify potential risks associated with the event, including financial risks, health and safety concerns (for in-person events), technology failures (for virtual events), and strategies for mitigating these risks.



11. [bookmark: _Toc164237389][bookmark: _Hlk164104667]project timeline and milestones
	
Summarize the proposal, reinforcing the value and feasibility of the event. Encourage the reader to support or approve the proposal and provide contact information for further discussions.



12. [bookmark: _Toc164237390]risk management and contingency plans
	
Identification of potential risks specific to virtual events, such as technological issues or low engagement, with strategies to mitigate these risks.



13. [bookmark: _Toc164237391]CONCLUSION
	
Summarize the proposal, reinforcing the unique advantages of the virtual event and its alignment with organizational or sponsor goals.



14. [bookmark: _Toc164237392]APPENDICES
	
Additional documents that support the proposal, such as detailed technology requirements, profiles of speakers, and case studies of successful virtual events.
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