
 

APP case studies:  
Planning and executing a regional conference  

 
This resource is meant to act as a supplement to the APP’s guide on hosting large events which 

includes information on how to host successful events. While those guides are the best places to start, 
we hope that you will also find it helpful to see what real APP chapters did to achieve this goal, down 

to the emails they sent and the notes they took. 
 

All the credit for this case study goes to the SDSU APP!  
 

​ Envision your event 
SDSU APP created an event vision (see below) to map out their conference goals, what they hoped to 
accomplish, and who they hoped to reach. They drew inspiration from this resource about outlining 
an Asana workflow with specific due dates to guide their thinking.  

●​ SDSU’s event vision: 

 
●​ Event outline resource: 

https://docs.google.com/document/d/1fe5WfMw5Mj3lPXO_7c3Ylsq6Mvf4sCHNkCFpcmwdZQE/edit?usp=sharing
https://docs.google.com/document/d/1kOebSG4ysQbTQxmTxvjKRB1mS5p56-r_EeropigRfAM/edit?usp=sharing
https://drive.google.com/file/d/1vdYzbsXMIjjxvCHFvM6otiqg2U3MRyCG/view?usp=sharing
https://docs.google.com/document/d/1kOebSG4ysQbTQxmTxvjKRB1mS5p56-r_EeropigRfAM/edit?usp=sharing
https://drive.google.com/file/d/1vdYzbsXMIjjxvCHFvM6otiqg2U3MRyCG/view?usp=sharing


 

 
 
In addition to helping the SDSU APP team plan accordingly, the event vision also served as a valuable 
resource to share with others involved in the planning process (e.g. panelists, keynote speakers, 
facility manager, their regional mentor at GFI, etc). The better you are able to communicate your 
vision for your conference, the better others can support and help you bring that vision to life! 
 
Remember, you do not need to have every single detail depicted in your event vision from the start! 
It’s natural for your event vision to take time to build as you brainstorm and gather more information. 
Allow your event vision to be a living document that reflects the shifts that come with planning a 
large event.  
 

​ Secure funding for the event 
 

SDSU APP applied for funding through the 
Student Success Fee and Campus Program 
Funding at their university. Conferences can 
be quite pricey so it’s important to explore 
funding that is available to you as a student 
organization at your university. Make sure to 
keep an eye out for funding deadlines, especially if you are planning an event far out in the future. 
Given the clear event vision they created, SDSU APP was able to submit a strong proposal and 
receive $17,500 USD!  

https://sacd.sdsu.edu/ssf
https://as.sdsu.edu/stu-org-funding/cpf/
https://as.sdsu.edu/stu-org-funding/cpf/


 
 

 

 
Screenshots from SDSU APP’s student success fee application!  
 
SDSU APP also applied for additional funding from GFI via the Funding Guidelines. 

 
​ Delegate tasks amongst team members 

https://docs.google.com/document/d/1QtRnwkG2ZbDq7z7apKj0qbQQcXcZI3S1slWJp8gZxeI/edit?usp=sharing


 
SDSU APP used their organization structure’s roles (see below) to discern who was best-suited for 
each part of the planning process. Lean into the power of delegation in order to break down the 
larger tasks at hand. Rather than leaving all outreach to one person, assign outreach efforts to 
specific team members (e.g. designate relationship owners). This will allow an even distribution so 
that one person does not have all the responsibility of keeping track and managing all 
communications to panelists, speakers, and event attendees.

 
 
Conference-specific roles/delegations could include: 

●​ Finance team (tracking conference budget and sponsorship amounts, submitting 
grant/funding applications) 

○​ Sponsorship team (leading outreach to potential sponsors) 
●​ Event space team (securing space reservation, outlining layout, leading setup) 
●​ Programming team (deciding on the themes/topics of the conference, leading outreach to 

speakers/panelists) 
●​ Marketing team (creating and publishing event graphics, publicizing at different club events or 

lectures) 
 
SDSU APP also assigned day-of-the-event tasks to group members. For example, certain members 
were tasked with: 

●​ Leading the sign-in table 
●​ Providing panelists with their name tags  

https://docs.google.com/presentation/d/1Y327sjjfC5_preCHKrgWPCMyCs65nt1IHiV9b_rvNik/edit?usp=sharing


 
●​ Distributing program flyers 
●​ Table setup 

 
​ Secure a venue 

SDSU APP determined their event budget based on expectations of attendees, vendors, and 
activities with the help of their facility manager. They determined a rough estimate of 300 in-person 
attendees. Based on that number, they considered many venues, and ultimately landed on 
Montezuma Hall (see below for the final blueprint).  

​  
 
SDSU APP reserved Montezuma Hall for their event from 2:30 - 8:30pm to allow for ample set-up 
and clean-up time. See their full reservation summary here. 
Once securing the venue itself, SDSU APP focused on other logistical 
details such as vendor parking and loading and environmental health 
and safety contracting (permits). 
 

​ Secure catering and food for attendees 
Fortunately, SDSU APP is located in a region with many plant-based 
restaurants that offered catering services!    
 

​ Design marketing materials 

https://drive.google.com/drive/folders/1DrybL9G4E6UhvNs2O5-fLYBBhDPB7Wjc?usp=sharing
https://drive.google.com/file/d/1uOrXbROFjEorML9bJ28P1U88N_La1AqS/view?usp=sharing
https://drive.google.com/file/d/1JevrzSVTsmudquUAFHgjvFOsxT0-Y0gz/view?usp=sharing
https://drive.google.com/file/d/15VH3bokrzMCUAz8gw1hDqLUzAffR_0KR/view?usp=sharing
https://drive.google.com/drive/folders/17nUzr2P8Ad2Bw7lh1G95TQccgOEJbcFj?usp=sharing


 
Create various external graphics to print and disseminate to your segmented audience, alongside a 
general summit promotional flier and any advertising mediums you may have chosen (e.g KPBS 
Graphics). 
 

​ Compile a list of potential speakers 
Determine the regional scope of your event and compile thought leaders from your ecosystem 
landscape map of regional stakeholders from their websites, LinkedIn profiles, or databases/articles 
(San Diego Contacts)  

 
​ Determine panel topics 

Group your potential speakers into themes and create an initial description for each, working off of 
existing synergies (see slides 3-6). 

 
 

​ Reach out to panelists 
a.​ Use GFI’s email templates and include necessary panel information (expected 

co-panelists, questions, audience) as well as a specific timeline for preparation, 
rehearsals, deliverables, and reimbursement. Our university used this contract and 
payment request form to outline requirements and compensation for our panelists. 

b.​ Once panelists have been confirmed, be timely with your communication to ensure 
speakers feel informed and prepared for the event! Ask panelists for their feedback on 

https://drive.google.com/drive/folders/1Bmg33HsvwifZSMJpiprUUMpToVRLxtX4?usp=sharing
https://drive.google.com/file/d/1_PoTG9YBDkSbJ5hHv5acaHxHj7CYNS34/view?usp=share_link
https://drive.google.com/drive/folders/1Pn437DsQ6i2i4Q39H1lj6NUKvmWQkrFd?usp=sharing
https://drive.google.com/drive/folders/1Pn437DsQ6i2i4Q39H1lj6NUKvmWQkrFd?usp=sharing
https://docs.google.com/spreadsheets/d/10qplb7ZC8BKDllp299JlDBtbGouKgHsBaqzRmzaRdjk/edit?usp=sharing
https://docs.google.com/presentation/d/1nYQjInJUnUCxIS0mmCkWrooM021sTx5ev0pfwt8jMxw/edit?usp=sharing
https://drive.google.com/drive/folders/1aCxHLCa7N5SHRTfP2Q9eD7bthTYyMR_X?usp=share_link
https://gmail.us10.list-manage.com/track/click?u=6d318744e7147caa10175f7d6&id=8cb1117f08&e=1050defdcd
https://gmail.us10.list-manage.com/track/click?u=6d318744e7147caa10175f7d6&id=0994bca15f&e=1050defdcd
https://gmail.us10.list-manage.com/track/click?u=6d318744e7147caa10175f7d6&id=0994bca15f&e=1050defdcd


 
panel questions to help craft meaningful discussions where all panelists can 
contribute their insights.  

■​ Gather biographical information from panelists so you can properly introduce 
them and highlight key aspects of their background that qualify them to speak 
on the panel.  

●​ Ask panelists how they would like to be addressed during the panel (i.e. 
Doctor, Professor, etc.). 

 
SDSU team communicating with panelists via email in the weeks leading up to the conference! 
 

​ Create a registration link and page for your event 



 
SDSU APP bought a year-long domain on Wix (although school library web hosting for 
registered organizations or other free alternatives are available) to be their platform to 
house their chapter’s information and summit registration page.  

 
 

​ Market your conference on social media 
In the weeks leading up to the conference, SDSU APP posted about the event on their 
social media platforms to spread the world. They specifically tagged their conference 

panelists on LinkedIn and Instagram 
(enabling them to repost) which allowed them to amplify SDSU APP’s original posts in 
turn. Oftentimes, featured guest speakers and panelists may be active on social media 
platforms such as Instagram and Linkedin, so asking them to share their participation 
at your event is a great way to draw in folks from their vast networks as well.  

 
​ Write an agenda to stay on track during the event 

https://www.wix.com/
https://library.sdsu.edu/computers-technology/web-hosting
https://www.altproteinsd.org/webinar-registration
https://www.linkedin.com/feed/update/urn:li:activity:7041086127495143424
https://www.instagram.com/p/CpyCtqFPzoe/?utm_source=ig_web_copy_link&igshid=MmJiY2I4NDBkZg==
https://www.instagram.com/reel/CqlKt13gNCG/?utm_source=ig_web_copy_link&igshid=MmJiY2I4NDBkZg==
https://www.linkedin.com/posts/sproutedventures_foodtech-gfi-socal-activity-7050124718812639232-SIBj?utm_source=share&utm_medium=member_desktop


 
a.​ SDSU APP created an overarching agenda (see a snapshot below) for their conference 

that allowed them to have a good sense of timing for their event.  

 
■​ Map out your various sessions and overestimate time blocks to ensure ample 

time for transitions. Take into account the time needed for event setup, testing 
audio and visual systems, and welcoming guests.     

b.​ SDSU APP created individual agendas for each panel as well (e.g. Panel 4 agenda). 

 

https://docs.google.com/document/d/1EZ6T7bfcRRRAwDslcsdI86Uq7SmO2xhZU8nMbhRFxg0/edit?usp=sharing
https://docs.google.com/document/d/170ZTa2-zxaoMHiUBRXcWVg_jFF6RAXLbKqjbP1LG13E/edit?usp=sharing


 
■​ It can be helpful to write out exactly what you will be saying, especially when 

you have multiple panelists to introduce and feature. It’s important to make 
sure all panelists are properly introduced (e.g. make sure to include key 
accomplishments and credentials, practice name pronunciation in advance, 
etc!) 

■​ By writing out a panel agenda, SDSU APP’s panel moderator was able to keep 
an eye on timing and ensure each panelist was able to provide their insights 
equally.  

 
​ Communicate with registered attendees via email 

a.​ Use an email marketing platform (SDSU APP used Mailchimp) to communicate with 
event registrants weeks before the event. For in-person events, be sure to 
communicate logistical details ahead of time such as venue location, parking 
accommodations, accessibility, and an event timeline.  
 

 
SDSU team communicating with conference registrants via 
email leading up to the event! 
 

​ Create a pre- and post- event survey to gather 
feedback & understand the impact of your event 

a.​ Identify questions to assess the impact of your 
event on attendees (e.g. Pre- and post- event 
survey) 

 
 
 
 

https://mailchimp.com/
https://sdsu.co1.qualtrics.com/jfe/preview/previewId/75408299-5bdf-477b-b1c6-e9e07a5a644b/SV_3geu6VuIZFuRmLQ?Q_CHL=preview&Q_SurveyVersionID=current
https://sdsu.co1.qualtrics.com/jfe/preview/previewId/75408299-5bdf-477b-b1c6-e9e07a5a644b/SV_3geu6VuIZFuRmLQ?Q_CHL=preview&Q_SurveyVersionID=current


 
 
Additional SDSU Alt Protein Summit conference planning resources: 

●​ Event vision document and slidedeck  
●​ Panelist contract (from their university) 
●​ Panelist payment request form (from their university) 
●​ Panelist input email 
●​ Summit promotional flier, printed external graphics, KPBS Ads 
●​ Community call presentation about the event to share with APP community (with speaker 

notes) 
●​ Summit Panel Recordings and Agenda Narrative/Panelist Questions 

 

https://docs.google.com/document/d/1D3aHezAjEJfw986pQfahVUv0vm2uxpIyQdergqFGr2I/edit
https://gmail.us10.list-manage.com/track/click?u=6d318744e7147caa10175f7d6&id=3b5885f5d3&e=1050defdcd
https://gmail.us10.list-manage.com/track/click?u=6d318744e7147caa10175f7d6&id=8cb1117f08&e=1050defdcd
https://gmail.us10.list-manage.com/track/click?u=6d318744e7147caa10175f7d6&id=0994bca15f&e=1050defdcd
https://docs.google.com/document/d/1RZh3hM7ZbJvROJTMLdEskAb1bvT2SgWCLnZ5jHjG0ZM/edit?usp=drive_link
https://drive.google.com/file/d/1_PoTG9YBDkSbJ5hHv5acaHxHj7CYNS34/view?usp=share_link
https://drive.google.com/drive/folders/1Bmg33HsvwifZSMJpiprUUMpToVRLxtX4?usp=sharing
https://drive.google.com/drive/folders/1Pn437DsQ6i2i4Q39H1lj6NUKvmWQkrFd?usp=sharing
https://drive.google.com/file/d/1AaTivQkEIm7N46oQZMjhXnOx4APiy2g_/view?usp=share_link
https://docs.google.com/presentation/d/1nYQjInJUnUCxIS0mmCkWrooM021sTx5ev0pfwt8jMxw/edit?usp=sharing
https://docs.google.com/presentation/d/1nYQjInJUnUCxIS0mmCkWrooM021sTx5ev0pfwt8jMxw/edit?usp=sharing
https://drive.google.com/drive/folders/1zZMY487RsfFBOk3CR3gUvyv9arpcp3Wi?usp=sharing
https://docs.google.com/document/d/1AEyH-BgH3ImpO9xBZZIkoc6uSRGltr4s3rXzPnn4eEc/edit?usp=sharing

