
 

 
HSA workshop planning checklist 

 

TASK PERSON 
RESPONSIBLE 

PROGRESS NOTES DEADLINE 

Prepare an outline (template)   Not Started   

Set up a budget   Not Started   

Set up a separate email for the 
workshop 

  Not Started   

Set up a dedicated workshop folder 
in drive 

  Not Started   

Make a list of invitees (template)    Not Started   

Make a list of speakers (template)   Not Started   

Prepare a concept note for speakers   Not Started   

Confirm the venue   Not Started   

Approach speakers   Not Started   

 

https://docs.google.com/document/d/1pLm39ASf6J0JV044yOkrzt1K9Xvq1NBspFAki4xFs94/edit?usp=share_link
https://docs.google.com/spreadsheets/d/1lopb58VTK3k4wzAnzWBWOWp9QHD5BjIsywVqcpbn3YA/edit?usp=share_link
https://docs.google.com/spreadsheets/d/1ftE8MUkg0dv2MWfMw3SJ9_L1w5SG3Hnru6Jbpj9CkhE/edit?usp=share_link


 
 

Organize comms materials (invite 
banners etc.) 

  Not Started   

Set up a registration system for 
participants 

  Not Started   

Draft an invitation email for 
participants 

  Not Started   

Create a Zoom link   Not Started   

Organize translation   Not Started Language Support and 
Logistics 
The Invisible Thread | 
TINTA 
https://filinvisible.org 
diana.hdebenito@filinvisib
le.org 
Diana Harland de Benito 
(She/Her) 

 

Send out the invitations   Not Started   

Promote the workshop on social 
media 

  Not Started   

Draft an agenda for speakers and for 
the participants 

  Not Started   

Send the agenda to speakers   Not Started   



 
 

Collect speakers’ bios and 
presentations 

  Not Started   

Draft a run sheet   Not Started   

Send out event reminders to 
participants  

  Not Started   

Send the logistics message to 
participants (inspiration) + any 
relevant fact sheets etc. 

  Not Started Include the Acronym 
sheet 

 

Make a WhatsApp group for people 
involved in the workshop  

  Not Started   

Send the logistics message to 
speakers (inspiration) 

  Not Started   

Print out materials/factsheets   Not Started   

Prepare a post workshop survey   Not Started   

Analyze the survey and write down 
lessons learnt 

  Not Started   
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