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EVENT NAME
DATE
TIME
LOCATION
Sample Agenda
	7:30 a.m.
	Event Team + ITS Sign On

	
	

	7:45 a.m.
	Panelist/ Speakers Sign On for sound check

	
	

	8:00 – 8:30 a.m.
	Coffee and Registration

	
	

	8:30 a.m.
	Webinar/ Meeting Begins

	
	

	8:30 – 8:40 a.m.
	Welcome + House Keeping
▪ Emcee



	
	

	8:40 – 8:50 a.m.
	Opening Remarks

	
	

	8:50 – 9:20 a.m.
	Topic  

▪ Guest Speaker 

	
	

	9:20 – 9:40 a.m.
	Topic 2
▪ Guest Speaker

	
	

	9:40 – 9:55 a.m.
	Discussion + Q+A Period
▪ Facilitator

	
	

	9:55 a.m.
	Closing Remarks

▪ Emcee

	
	

	10:00 a.m.
	End Event

	
	



