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ACRONYMS
AG

Advisory Group

DFID

Department for International Development

EDOREN

Education, Data, Research and Evaluation in Nigeria

EPR&D

Educational Planning Research & Development

FME

Federal Ministry of Education

NAEC

Nigeria’s Annual Education Conference

PC

Planning Committee

SEC

Nigeria’s Annual Education Conference Secretariat

SG

Sponsors’ Group

TG

Technical Group
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1.

INTRODUCTION

1.1.

Background and Objectives

Figure 1: NAE Conference Cycle

Planning
Phase

The Federal Ministry of Education (FME), in
collaboration with its partners, holds an
annual conference on education known as
NIGERIA’s ANNUAL EDUCATION CONFERENCE (NAEC). The NAEC focuses on topical
and thematic issues on education and
brings together government, the private
sector and thought-leaders from the entire
education sector to reflect on successes
and to proffer solutions to the most pressing
challenges facing the Nigerian education
sector. Speciﬁcally, the main objectives of
the NAEC are to:
1.

Provide an opportunity for communicating research evidence that will strengthen the basic education policy and practices of the Federal and State governments
of Nigeria

2.

Bring together stakeholders in the Education and policy sectors.

Completion
Phase

Each phase or section of the document
contains the various steps that need to be
taken and each step contains the various
tasks that must be carried out to make the
conference successful. For each section, we
have included samples of the most commonly used documents such as minutes, blogs,
email, etc which could serve as templates.
Samples are in the appendix section where
putting them within the document makes
things awkward.

1.3.
1.2.

Execution
Phase

Purpose of this Document

Icons Used in this Guide

As noted, lessons learned from organizing
the previous editions of the conference will
be incorporated into this document as tips,
reminders and cautions. Icons have been
used to indicate them. These icons and their
meanings are as follows:

This document summarizes the process of
organizing the NAEC in order to guide future
planning and preparation for the conference.
Lessons learned and best practices from the
two previous editions of the conference will
be incorporated into this document as tips,
reminders and warnings for the organisers.
The document is divided into three sections
representing 1) the planning or the pre-conference phase; 2) the execution phase,
which is the conference day itself; and 3) the
completion phase, which includes all the
post-conference activities.

REMEMBER. The remember icon presents
information that may otherwise be
forgotten. It serves as a reminder of
something important that should be
noted.
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TIP. The tip icon offers helpful
hints and presents information
that would be ‘good to know’ or
that further explains a term or a phrase.
These should be read carefully.

2. THE (PRE-CONFERENCE) PLANNING
PHASE
The pre-conference planning period is the
most critical stage in the conference
organization process. The key activities to
be carried out in this phase include:

CAUTION. The caution icon draws
attention to commonly-made
mistakes and highlights the
consequences of making them. It also
suggests how to address such mistakes
when made.

The below table can be used as a checklist
to review which activities have been completed and those which are yet to be completed.
The NAEC is a collaborative event. Activities
should incorporate the feedback from the
planning meetings before being ﬁnalised.

These icons are found throughout the guide,
so pay attention to them wherever you see
them!

CONFERENCE PLANNING ACTIVITY SHEET

#

ACTIVITY

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.

Set up the NAEC secretariat

17.

Produce conference publicity materials (press releases, blogs, articles)

DONE?

Identify the partners
Call for the planning meeting (including all identiﬁed partners)
Decide on conference date
Create working groups
Make a conference planning time table indicating due dates for key events
Decide on conference theme, sub-themes and titles
Identify and agree on conference keynote speaker, lead presenter, MC
Identify and agree on the number of sessions, session presenters & conveners
Identify participants who will be invited to the conference
Develop conference budget
Obtain commitments from sponsors for each event
Choose conference venue
Develop conference documents and materials
Develop conference logo, letterhead and banner
Develop conference agenda

18.

Identify resource persons to accomplish key tasks on conference day
(note taking, communiqué, etc)

19.
20.
21.
22.
23.
24.
25.
26.

Contact media house (videographers, photographers)
Produce conference banners
Produce conference name tags
Send invitation letters to participants, presenters and media
Arrange participant logistics (travel, accommodation, subsistence)
Plan sub-theme panels and plenary session activities
Review session abstracts and presentations
Prepare and print conference sign-in sheets
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27.
28.
29.
30.
31.
32.
33.
34.

Identify equipment and personnel for conference day
Identify conference note takers
Print (or load unto USB drives) conference documents
Inspect venue and make arrangements a day before the conference
Test equipment at venue and rehearse ahead of conference day
Prepare participants’ conference packages
Set up display tables
Set up conference administration table for registration and information

Meetings of the planning committee are
therefore central to how these activities are
developed and completed. As a result, the
description of activities center around the
meetings. The key activities (and when they
should occur) are described in detail in the
following sections.
2.1.

It has been agreed that future editions
will be held in the second week of
November every year. Therefore, by April
of the calendar year, a NAEC secretariat
should be functional.
The Director EPR&D is the
responsible ofﬁcer who will drive
the NAEC planning process,
including setting up the secretariat and
calling for the inaugural meeting of the NAEC
planning committee (PC). The PC is made up
of all who will be actively involved in the
planning of the NAEC including the
secretariat and the working groups. The
secretariat will be responsible for setting up
the NAEC PC and managing all ofﬁcial
correspondence throughout the planning of
the NAEC not only to members of the
planning team, but also to general
conference participants (i.e. letters of
invitation). The Director of the EPRD will be a
member and chair of this secretariat and will
have overall responsibility and general
oversight for the planning activities of the
NAEC and ensuring that the NAEC happens.
S/he should chair the planning meetings or
appoint someone on his/her behalf in case of
absence.

Set up the NAEC Secretariat

The conference is organised by the Department of Educational Planning, Research and
Development (EPR&D) of the Federal Ministry of Education.
The EPR&D will identify someone who
will be 100% responsible for the conference correspondence and coordination
with partners. The Director of the department is best suited to hold this responsibility.
The Director of the EPR&D will set-up a
three-person secretariat eight months
before the conference date to be responsible for (a) overall coordination of the
conference planning, conference day
and post conference phases; (b) ensuring the participation of a keynote speaker such as the President of Nigeria and
obtaining top political buy-in (the Director is best suited for this role); and (c)
partner coordination (including persons
from relevant development projects who
will provide substantial input into the
conference planning). The DFID project
‘Education data, research and evaluation
in Nigeria’ (EDOREN) played this role in
the past.

Director EPR&D
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2.2. The April Meeting of the NAEC
Secretariat

Education before being ﬁnalized. The Director
will be responsible for obtaining the approval.

a.

Hold the ﬁrst meeting of the NAEC
secretariat before the 30th of April. The
venue will be at the FME and preferably
in the Director, EPR&D’s ofﬁce.

b.

Propose
potential
partners
(the
secretariat and the partners combine to
form the planning committee) and
create a list with their names,
organisations, titles and contact
information (email and phone number).

For the action points, remember to
include the deadline by which the
tasks are to be completed! And do
not forget to choose the next meeting date
before ending the meeting.

c.

d.

Decide on the date, venue, time and
agenda of the inaugural meeting of the
PC. The inaugural meeting should
happen in May.

As noted earlier, it has been agreed that the
conference will be held during the second
week of November of every year. The date
should be conﬁrmed and ﬁxed by June, e.g.
during the June meeting of the NAEC PC. A
change in the conference date will affect the
quality of the planning for the NAEC.

Propose broad conference themes (with
policy relevance), a conference date and
conference duration. Take clear, concise
meeting minutes which document the
attendees, the main points of
discussion, and the action points (along
with the persons responsible) to be
completed ahead of the next meeting.

e.

Conference themes should take
into consideration ideas that will
support the broad policy of government on education – the subthemes will be
derived from the theme. The proposed conference date should be one that is suitable for
the Honourable Minister of Education (or
his/her designate) to attend. The proposed
conference theme and subthemes will need
to be approved by the Honourable Minister of

After the ﬁrst meeting, the secretariat
should proceed with the action points,
one of which should be to contact the
proposed partners and invite them to the
inaugural meeting of the PC. An email
should be sent to a representative of
each proposed partner which introduces
the NAEC, its purpose and objectives
and which solicits their active support in
the preparation of the conference. The
email should end with an invitation to the
inaugural meeting of the NAEC PC. A
sample email to a proposed partner
looks like this:

SAMPLE EMAIL

Dear XXXX,
The Education, Planning, Research and Development Unit (EPR&D) at the
Federal Ministry of Education (FME) wishes to invite you to the inaugural
meeting of sponsors in preparation for Nigeria’s Annual Education Conference
(NAEC): 20xx. The NAEC will bring together stakeholders in the Education and
Policy sector and provide an opportunity to communicate research evidence
that will guide basic education policy and practice of the Federal and State
governments.
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The meeting is scheduled to hold tomorrow, Thursday, May 17, 20xx at 10am
in room 407 at the Federal Secretariat of the FME in Abuja. The meeting
agenda is attached.
We look forward to your participation and collaboration.
With Best regards,

It is considered unprofessional (and
possibly) impolite to begins letters
or emails with “Dear Ma” or “Dear
Sir”. As much as possible, use the
person's ofﬁce or full names without title, e.g.
“Dear Professor XXX”, “Dear Aliko Dangote”,
“Dear Director”, ”Dear Programme Ofﬁcer”,
etc. A familiar and highly acceptable form of
addressing people met before and with
whom there is no formality is to just use their
ﬁrst names, e.g. “Dear Funke”, “Dear Eze”,
“Dear Mohammed”.

A day (or two) before the next meeting in May, the NAEC secretariat
should send out an email reminder
to the meeting participants including the
proposed partners to remind them of the
meeting and venue (it is important to
conﬁrm the meeting venue before doing this,
as the usual venue, i.e. the Director, EPR&D’s
ofﬁce, may not always be available!). It may
also be useful to call partners in advance to
negotiate and agree on the time of the meeting.

The secretariat should appoint one
of its members to take minutes
during PC meetings. The minutes
and all relevant meeting documents (e.g.
documents produced or discussed during the
meeting, documents produced prior to the
meeting, a meeting agenda) should be
emailed to all members of the PC by the chair
of the committee (the Director of the EPR&D)
immediately after the meeting along with the
invitation for the next meeting. Each meeting
will have the following recurring actions:
review of previous minutes; review of previous action points; taking of meeting minutes;
and agreement on date for the next meeting.
These should be done during each meeting, if
nothing else! To note, there will be (at least)
two emails sent to the PC after each meeting:
one immediately following the meeting with
all the relevant documents inviting participants to the next meeting, and the next a day
or two before the next meeting to remind PC
members of the meeting.

2.3. The May Inaugural Meeting of the
NAEC Planning Committee
a.

b.
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Review the minutes with a focus on the
action points from the previous meeting.
Set up working groups – made up of
both members of the secretariat and the
representative of the proposed partners
– which will take charge of and manage
speciﬁc aspects of the conference. In
the past, the following working groups
have effectively worked together to plan
the NAEC: the NAEC secretariat (SEC),

the advisory group (AG), the sponsors’
group (SG), and the technical group (TG).
As noted earlier, the secretariat (SEC)
manages the correspondence between
and among the various groups and corresponds with the general conference
participants (i.e. invitation letters). The
group is responsible for calling the meetings, initiating and setting up the NAEC
PC. The advisory group (AG) takes broad
strategic decisions, makes contacts and
brings together a larger coalition of
partners. The sponsors’ group (SG), comprised largely of development partners,
implements the tasks and activities
conceived by the advisory group. The
technical team manages the technical
aspects of the conference including the

APRIL

MAY

Monthly

Monthly

Monthly

Monthly

Monthly

Sponsors
Group

Monthly

Advisory
Group

Advisory
Group

Planning
Committee

Secretariat

JUNE

budget, and the speakers. As noted
earlier, all the working groups, in addition
to the secretariat, are known as the planning committee.
c.

JULY

Agree on a meeting schedule and
frequency for the PC. At the early stages
of the planning process, i.e. in the ﬁrst
three months, it is suitable to hold meetings once a month for the PC. After this,
the frequency of meetings will need to
increase gradually. For example, after
the ﬁrst three months, meetings will
need to be held twice a month, and the
month before the conference month, the
group should meet at least 3 times. A
meeting will also be required during the
conference month as well. Below is a
suggested meeting frequency:
AUGUST

SEPT.

OCT.

NOV.

Three
times a
month

Monthly
(before
the NAEC)

Every two Every two Every two Weekly
Weeks
Weeks
Weeks

Weekly

Every other
day

Monthly

Monthly

Monthly

Every two Every two
Weeks
Weeks

Weekly

Weekly

Monthly

Monthly

Monthly

Monthly

Every two Every two Every two
Weeks
Weeks
Weeks

Monthly

Monthly

Monthly

Monthly

Every two Every two Every two
Weeks
Weeks
Weeks

Every two Every two Every two
Weeks
Weeks
Weeks
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The above table includes suggested meeting frequencies for the various working
groups as well as the overall PC, in order to
follow-up on tasks or issues discussed
during the PC meetings. To note, this guide
is organised around the meetings of the
entire PC. The various responsibilities
assigned to each working group should
serve as a guide as to what each working
group can work on during their smaller
group meetings.
d.

Agree on additional mediums of communication, if deemed useful. For example,
you may decide on the use of whatsapp.
However, the use of email should NOT
be replaced as they are documented and
may be used to solicit approval. In some
cases, some partners may prefer a
formal letter sent as an attachment to an
email. The mode of communication
most preferred and agreed by the PC
should be used.

e.

Agree on the conference theme, date
and duration.

f.

Assign the proposition of the conference
sub-themes to the TG.

h.

Take minutes of the meeting, including
the action points to be completed.

i.

Agree on the date for the next PC meeting in June.

Immediately after the meeting, send
out an email to the PC with all the
relevant documents and an invitation
to the next meeting. A day or two
before the June meeting, send a reminder
email about the meeting and the venue. Also,
don’t forget to invite any additional partners
that were suggested during the May meeting.
By this time, the secretariat should have a
revised list of all members of the planning
committee (i.e. the proposed partners and
the NAEC secretariat) – partners’ participation can be conﬁrmed during the next meeting, and if necessary, the list revised once
again.

Discussion Session

Conﬁrm the participation of proposed
partners (present or absent at the meetg. ing), and if necessary, include other
relevant partners who have not been
proposed before to form part of the PC.

2.4.

From this section onwards in this
document, each activity in each
section will be the responsibility of
one or more of the working groups, or the
entire Planning Committee. The group responsible for each activity should be decided
during each meeting.
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The June Meeting of the Committee

a.

Review the minutes and action points
from the previous meeting.

b.

Review, if necessary, the conference
theme and date.

c.

Agree on the conference sub-themes.

d.

Take minutes of the meeting, including
the action points for the next meeting.

e.

Agree on the date for the next PC
meeting in July (as noted earlier in the
document, there will be two meetings in
July so this will be the date for the ﬁrst
meeting).

f.

After the meeting, share the conference
date, theme and sub-themes with the
Minister’s ofﬁce for approval.

who presents their experience working at the
ﬁeld or grassroots level; and an implementer
(or development partner) who presents their
experience implementing programmes or
interventions relevant to the topic. The
convener will facilitate the session and will be
responsible for putting together a session
summary (along with the other convenors
and the government ofﬁcial i.e. the Chair of
the NAEC PC) which will be presented during
the conference afternoon plenary and which
will form part of the conference
communiqué. The convener’s role starts
months before the conference day as s/he
will be responsible for communicating with
the session presenters and providing
technical support as required. Speciﬁc details
of the expectations of the convenor can be
found under section 2.19 (f). Because of the
nature of the role of the convenor, it is
recommended that this person is a
high-ranking staff or ofﬁcial who has
experience managing teams and good
insight into how government functions. The
person should also have experience putting
together meeting communiqués.

After the meeting, the secretariat should
remember to email the meeting minutes and
relevant documents to all PC members.
A day or two before the July meeting, send
an email reminder.

2.5.

The ﬁrst July Meeting

a.

Review the minutes and action points
from the previous meeting.

b.

Develop a draft conference budget.

c.

Develop the structure for the sub-theme
panel sessions.

The past versions of NAEC have
used the structure described as
follows. Each panel session may
have between three to four presentations
chosen from the following: a researcher who
presents existing research relevant to the
session topic; a decision- or policy- maker
who presents the decision-or policy-making
process or perspective relevant to the topic; a
policy-implementer who presents their
experience implementing policies relevant to
the panel topic; a practitioner or an educator
10

d.

Identify and propose conference panel
and session speakers/presenters as
follows:
Master of Ceremonies (MC)
Opening address
Partnership address
Lead paper presentation
Keynote address
Closing remarks (morning session)
Technical sessions (conveners,
presenters:
researchers,
implementers and practitioners)
Afternoon plenary Chairman
Conference closing remarks

e.

Propose conference venue and number
of general participants (previous
conferences have planned for between
85 and 120 persons).

f.

Prepare a draft conference agenda.

g.

Take minutes of the meeting, including
the action points to be completed.

h.

Agree on the date for the next PC
meeting in July (Meeting 2).

g.

After the meeting, do not forget to
email the minutes of the second July
meeting and relevant documents to all
PC members. A day or two before August
meeting 1, send a reminder email.

When deciding on the venue, try to
choose a venue that can lodge all
the conference participants at
once and that has a hall large enough to host
the actual conference and which has
adequate facilities including toilets, equipment (microphone, extension cables, projectors, etc), display area and functional cooling
system.

[conference hall or venue]

2.7. Follow-up and carry out tasks after
the second July Meeting

After the meeting, do not forget to email the
minutes of the meeting and relevant
documents (i.e. draft budget and
agenda) to all PC members.
Follow-up on the approval of the
conference date, theme, sub-themes with the
Minister’s ofﬁce. Get quotations from
proposed conference venues. And do not
forget to send an email reminder for July
Meeting 2 a day or two before the meeting.

2.6.

Review the minutes and action points
from the previous meeting.

b.

Revise conference budget and identify
sponsors’ contribution to budget items.

c.

d.

e.
f.

a.

Follow-up on the approval of the conference date, theme, sub-themes at the
Minister’s ofﬁce.

b.

Produce and email to all PC members
the conference logo, letterhead, banner
and PowerPoint presentation template.

c.

Produce and email to all PC members
the conference name tag template.

d.

Contact conference speakers/presenters for availability and conﬁrmation or
participation.

e.

Book the conference venue.

The second July Meeting

a.

Agree on the date for the next PC meeting in August (Meeting 1).

[person sitting at a computer composing
email to PC members OR meeting
minutes]

Agree on conference panel and session
speakers/presenters.

2.8.

Review conference venue quotations
and agree on venue.

a.

Review the minutes and action points
from the previous meeting.

b.

Agree on conference logo, letterhead,
banner and PowerPoint template.

Review conference agenda.
Take minutes of the meeting, including
the action points to be completed.
11

The ﬁrst August Meeting

c.

Agree on
template.

conference

name

tag

d.

Propose publicity and media engagement plan.

e.

Take minutes of the meeting, including
the action points to be completed.

f.

Agree on the date for the next PC meeting in August Meeting (s).

Do not forget to send a reminder email
for the second meeting in August!

2.10. The second August Meeting

2.9. Follow-up and carry out tasks after
the ﬁrst August Meeting
a.

b.

Email the minutes of the ﬁrst August
meeting and relevant documents to all
PC members.
Finalize and email logo, letterhead,
banner and PowerPoint template to all
PC members.

c.

Finalize and email the name tag
template to all PC members.

d.

Contact conference speakers/presenters for availability and conﬁrmation or
participation.

e.

Get quotations from proposed media
and publicity companies.

f.

Propose publicity and media engagement plan.

g.

Send out a reminder email for the
second meeting in August.

a.

Review the minutes and action points
from the previous meeting.

b.

Propose conference theme title and
subtheme title.

c.

Propose participants for the conference.

d.

Review publicity and media engagement
plan.

e.

Take minutes of the meeting, including
the action points to be completed.

f.

Agree on date for the ﬁrst meeting in
September.

By now, the conference theme and
sub-themes should have been
approved by the Minister. If not, DO
NOT go ahead with the theme and sub-theme
titles as it is possible that the theme and
sub-theme may change. Therefore, it is important for the Director, EPR&D to continue to
follow-up with the Minister’s ofﬁce for the
necessary approval.
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2.11. Follow-up and carry out tasks after
the second August Meeting

2.12. First September Meeting

a. Email the minutes of the second August
meeting and relevant documents to all
PC members.

a.

Review the minutes and action points
from the previous meeting.

b.

Request nominations for other (additional) conference participants.

Review and ﬁnalize conference theme
and subtheme titles.

c.

Review and, if necessary, revise participants list.

d.

Review, and if necessary, revise sensitization article/blog about the NAEC.

e.

Take minutes of the meeting, including
the action points to be completed.

f.

Agree on date for the second meeting in
September.

b.

c.

Prepare and email a participants list (in
Microsoft Excel or any other spreadsheet application) with up-to-date
contact information to all PC members.
The participants’ list should have the
name of the participant, their sponsor
(i.e. the partner organization who will
pay for the cost of the participant’s
attendance), their organization, their
organizational address, their role or position in the organization, their phone
number, email and the sub-theme
session they will participate in.

d.

Produce article/blog about the NAEC for
sensitization.

e.

Pay for the conference venue.

[a list of participants i.e. in Excel]

2.13. Follow-up and carry out tasks after
the ﬁrst September Meeting

The participants list can also be
printed and used as the conference
attendance/sign-in sheet on the
conference day. To do, simply add another
column for signature to the existing list. The
list should have blank rows to accommodate
drop-in participants as well.
Do not forget to send a reminder email
for the ﬁrst meeting in September!
[person sitting at a computer composing
email to PC members OR sample blog
article]
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a.

Email the minutes of the ﬁrst September
meeting and relevant documents to all
PC members.

b.

Make hotel bookings (accommodation
and catering) and conﬁrm logistics
arrangements for participants.

c.

Put NAEC sensitization article/blog on
partners’ websites.

d.

Send PowerPoint template to panel
presenters.

e.

Prepare invitation letters for participants, panel presenters (and conveners),
and plenary speakers.

f.

Prepare invitation letter for media.

g.

Send email to invite projects/programmes to take exhibition display
tables.

h.

2.15. Follow-up and carry out tasks after
the second September Meeting

Convene (or discuss via email) the
content of each panel presentation and
how it should ﬁt within the conference
theme and sub-themes.
Do not forget to send a reminder email
for the second meeting in September!

a.

Email the minutes of the second September meeting and relevant documents to
all PC members.

b.

Email (or send by courier for those hard
to reach) invitation letters to participants, panel presenters (and conveners),
and plenary speakers.

c.

Email invitation letters to media.
Do not forget to send a reminder email
for the ﬁrst meeting in October!

Discussion Session

SEND
REMINDER
EMAIL

2.14. The second September Meeting
a.

b.

Review the minutes and action points
from the previous meeting.

2.16. The ﬁrst October Meeting

Review and, if necessary, revise invitation letters for participants, panel
presenters (and conveners), and plenary
speakers.

a.

Review the minutes and action points
from the previous meeting.

b.

Identify the person (s) to open and close
the conference.

c.

Identify the person(s) to introduce the
Master of Ceremonies and speakers
during plenary sessions.

c.

Review and, if necessary, revise invitation letters for the media.

d.

Review and, if necessary, revise conference agenda.

d.

Take minutes of the meeting, including
the action points to be completed.

Develop brief for the keynote speaker
and lead presenter.

e.

Agree on date for the ﬁrst meeting in
October.

Develop brief for note-takers and panel
convenors.

f.

Develop draft conference outcomes.

g.

Review and, if necessary, revise the
participants’ list.

h.

Review and ﬁnalize the conference
agenda.

e.

f.

INVITATION
LETTER
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i.

Take minutes of the meeting, including
the action points to be completed.

j.

Agree on date for the second meeting in
October.

photo from panellists, presenters and
speakers.

MC AT THE
CONFERENCE

j.

Email revised participants list to all members of the PC.

k.

Re-conﬁrm hotel bookings (based on
revised participants’ list).

I.

Book flight for conﬁrmed participants,
where necessary.

2.17. Follow-up and carry out tasks after
the ﬁrst October Meeting
a.

b.

Do not forget to send a reminder email
for the second meeting in October!

Email the minutes of the ﬁrst October
meeting and relevant documents (conference agenda, briefs, participants’ list,
draft outcomes, etc) to all PC members.

[reminders]

SET
REMINDER

Email (or send by courier for those hard
to reach) invitation letters to remaining
participants, panel presenters (and
conveners), and plenary speakers.

2.18. The second October Meeting

c. Email invitation letters to remaining
media.

the

opening

b.

Review and, if necessary, revise the
budget based on follow-up actions after
the ﬁrst October meeting.

Develop a
ceremony.

e.

Develop a plan for the closing ceremony.

c.

f.

Prepare and email to PC members the
conference evaluation forms.

Review
stracts.

d.

g.

Prepare and email to PC members the
draft Minister’s speech.

Review and ﬁnalize plans for the opening
and closing ceremonies for the conference.

e.

Review and ﬁnalize the conference evaluation forms.

f.

Prepare draft press release.

g.

Identify registration desk personnel.

i.

for

Review the minutes and action points
from the previous meeting.

d.

h.

plan

a.

Send reminder email to participants to
conﬁrm participation.
Send reminder email to panel and plenary presenters/speakers to submit their
PowerPoints (or abstracts where applicable). Also request a short biography
(maximum 500 words) and a passport
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submitted

PowerPoints/ab-

h.

Prepare templates for participants’
attendance. The template should
include participants’ name, institution,
position, phone number, email and signature among other things.

i.

Take minutes of the meeting, including
the action points to be completed.

j.

Agree on date for the third meeting in
October.
As noted in section 2.11, the existing
participants’ list can be used to serve
this purpose!

2.19. Follow-up and carry out tasks after
the second October Meeting
a.

Email the minutes of the second October
meeting and relevant documents
(revised budget, conference evaluation
form,
press
release,
attendance
template) to all PC members.

b. Revise press release.
c.

Conﬁrm that the FME press unit has
been informed about the NAEC, if not,
provide all necessary information.

d.

Send reminder email to remaining panel
and plenary presenters/speakers to
submit their PowerPoints/abstracts,
biographies and passport photographs.

e.

Email feedback on PowerPoints/abstracts to presenters and speakers and
request ﬁnalized versions.

f.

Send an email introduction between
convenors and panel members, includ-
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ing expectations of the convenors and
how they should support their panel
members. The email should clarify that
the convenor of the panel is expected to:
Constitute/approve the panel of
experts to address the speciﬁc
subthemes. The NAEC technical working group will also provide support as
required in panellist identiﬁcation,
making contact and communication
with members.
Contact panel members at least once
before the conference
Contribute/review contributions to the
pre-conference discussions of the
issues through blogs, articles and
reviews AND development of format
for post-conference documentation of
proceedings
Set/review and approve the speciﬁc
questions that each panel member will
address within a speciﬁed period and
communicating this to the panel
discussant
Receive and provide feedback to the
panellist
regarding
presentation
content and format
Receive and provide feedback on the
Research evidence presentation
Manage the panel discussion to
include audience participation during
the panel session
Coordinate with the Note-taker for
summary of the panel discussions,
issues and recommendations
Review and present the report from
the panel at the second plenary
session

Review and approve the documentation of the panel outcome as integral
part of the Conference proceeding
g.

Send conference banners to printers for
production.

h.

Write a blog/abstract on each of the
sub-themes.

i.

Book flight for remaining participants,
where necessary.

Where possible, encourage convenors and panel members to meet at
least once face-to-face before the
conference. This will help panel members get
to know one another and better understand
the structure of the panel sessions. It may be
useful to have alternate presenters/convenors on hand in case one of the existing
persons becomes unavailable or is unable to
fully participate. The email introduction
should also contain the structure of the panel
sessions, which should already be developed
by the technical group at this point.

d.

Identify the technical support (and
personnel) needed for the conference.

e.

Identify, review and ﬁnalize conference
documents, proceedings and resources
(i.e. sensitization article/blog, PowerPoint
presentations,
sub-theme
abstracts, background reading/literature, keynote/Minister’s speech, lead
presentation, etc).

f.

Identify gifts and awards to be presented
to speakers and panellists.

g.

Review and ﬁnalize press release.

h.

Identify media outlets to send press
release to.

i.

Review and reconﬁrm opening and
closing arrangements, speakers, presenters and participants.

j.

Take minutes of the meeting, including
the action points to be completed.

k.

Agree on date for the meeting in November.

Do not forget to send a reminder
email for the third meeting in October!

SET
REMINDER

2.21. Follow-up and carry out tasks after
the third October Meeting

2.20. The third October Meeting
a.

Review the minutes and action points
from the previous meeting.

b.

Review and, if necessary, revise the
budget based on all follow-up actions.

c.

Identify the equipment, facilities and
materials necessary for the NAEC and
who will supply.
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a.

Email the minutes of the third October
meeting and relevant documents
(revised budget, and conference documents) to all PC members.

b.

Email press release to media outlets.

c.

Sensitize about the upcoming conference on social media, i.e. Twitter and
Facebook.

d.

Email the collated list of identiﬁed equipment, facilities and materials to
partners.

p.

Conﬁrm availability of technical support
personnel at the venue.

q.

Purchase notepads, pens and folders for
conference participants.

r.

Follow-up with media for coverage of the
conference.

e.

Book flights for conﬁrmed participants.

f.

Purchase gifts and awards to be presented to speakers and panellists.

g.

Print attendance sheets, conference
agenda, evaluation forms and any other
materials required.

It will be helpful to print blank name tags for
additional participants on the day of the
conference.

h.

Send reminder email for ﬁnal abstracts
and panel PowerPoints if not already
received.

i.

Print or load USB flash drives with conference materials for conference participants (i.e. sensitization article/blog, PowerPoint
presentations,
sub-theme
abstracts, background reading/literature, keynote/Minister’s speech, lead
presentation, etc).

Do not forget to send a reminder email
for the meeting in November! Don’t
forget to include the conference logo
on all documents to be shared with participants!

j.

k.

l.

m.

n.

o.

Print name tags for each participant
(and blank name tags as well!).
Engage with media (i.e. radio or TV
announcements).

SOCIAL MEDIA
INTERACTION

2.22. Hold the November Meeting
a.

Review the minutes and action points
from the previous meeting.

b.

Conﬁrm all necessary equipment, facilities and materials are available and
ready for use.

Arrange airport pickup schedule and
book drivers.
Load all PowerPoint presentations onto
laptops that will be used on conference
day during plenary and panel sessions.
Prepare subsistence list with names and
amount to be collected.
Conﬁrm availability of projectors,
screens, extension cables, flip charts,
flip chart stands, and markers at venue.
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c.

Conﬁrm all PowerPoint presentations
are loaded unto conference laptops.

d.

Conﬁrm all conference materials are
printed or loaded onto USB flash drives.

e.

Conﬁrm all logistics and travel arrangements have been made.

f.

Conﬁrm all gifts and awards have been
purchased and wrapped, where necessary.

g.

Take minutes of the meeting, including
the action points to be completed.

h.

Agree on date for the pre-conference
rehearsal.

a.

Test-run the projectors and equipment
at the venue with technical personnel.

i.

Agree on time for pre-conference meeting on conference day.

b.

Set up exhibition display tables.

c.

Rehearse the conference process and
panel activity with key persons such as
the MC, and the person(s) opening and
closing the conference.

As the conference is expected to
take place towards the end of the
ﬁrst week in November or at the
beginning of the second week in November,
the November meeting should hold very early
in the month of November, i.e. on the 1st or
the 2nd.

d.

Prepare conference folders, note pads
and pens (participant packs).

e.

Put together conference printed conference materials or USB flash drives.

f.

Follow-up with invited media.

Do not forget to send an invitation and
reminder to the post-conference meeting before the day of the conference!

g.

Carry out any last-minute logistical
changes.

h.

Check with the hotel on the arrival of
participants.

j.

Agree on a time for the post-conference
meeting (should be one or two days
after the conference).

2.24. Carry out tasks the day before the
conference

CONFIRMATION,
REMINDERS

2.23. Follow-up and carry out tasks before
the day of the conference
a.

Email the minutes of the third October
meeting and relevant documents
(revised budget, and conference documents) to all PC members.

b.

Email press release to media outlets.

c.

Hold presenters and convenors’ meeting.
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3.

THE CONFERENCE DAY

On the day of the conference, the secretariat
should arrive at the conference venue very
early in the morning (i.e. 3 hours earlier) in
order to, once again, check that everything is
in order. They will make sure that:

The plenary area is set up with projectors and laptops
The responsibility table is set up with
accurate labels (protocol ofﬁcers may
assist with this)
Those in government who need to make
announcements are present and aware
(this could also be the MC)

During the participants’ arrival in the
morning, the laptops can be projected to show pictures of partners’
activities. Media savvy participants or members of the PC can be appointed to tweet
about the conference using the hashtag
#NAEC20XX and upload photos on Twitter or
Facebook. This is a great way to draw more
attention to the conference.

Power outlet sources actually work and
that ushers are present
REGISTRATION
DESK

The media company is present
The technicians are on hand (venue or
back-up technicians)
The registration and administrative area
is set up
The sub-theme rooms/areas are set up
with laptops and PowerPoints open
They will also hold a brieﬁng meeting with
the media team and clarify expectations and
outcomes for the day. The technical group
will have a breakfast meeting with the panel
speakers and presenters, as well as with the
sub-theme session presenters and convenors to go over the expectations of the conference day, including the drafting of the communiqué by the convenors and the Chair of
the NAEC Planning Committee. The conference should end with the presentation/adoption of the conference communiqué; the
closing remarks; and the presentation of
gifts and awards.
Do not forget to distribute the evaluation forms at the end of the conference
day – these can be handed out at the
end of the afternoon plenary session. And do
not forget to collect them back from participants! Do not forget to send a reminder about
the post-conference meeting.
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4.

THE POST-CONFERENCE PHASE

The day after the conference, the technical
working group will follow-up with the convenors on the communiqué, to ﬁnalize the document as necessary. During the post-conference meeting (two days after the conference), the following should be reviewed:
Main highlights of the conference:
successes, challenges
The communiqué adopted
The expectations/outcomes
conference – were they met?

of

the

The budget and the payment of bills –
are there any outstanding bills to be
settled?
In addition, the post-conference meeting
should appoint members to draft articles in
print media on the NAEC and its outcome.
The articles will be sent to the technical
group to review and ﬁnalize before being
sent to the media.

After the post-conference meeting, the secretariat (the Director EPR&D) will send out a
thank you email or letters to participants and
speakers. The secretariat will also monitor
the media for any coverage of the conference.

rating the communiqué, and the analysis of
the evaluation forms. These will be the
responsibility of the NAEC planning committee Chair, the Director, EPR&D.

EXPENSES
PAID

The ﬁnal activities of the NAEC cycle are to
1) assess the conference evaluation forms;
and 2) write the conference report, incorpo-
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