Timeline – Communication and Development with Client / Sponsor

	Meet, develop Dream Team

	Overview discussion

	Design / send out invitation

	Reserve site, find out details 

	Theme discussed, developed, adjusted, revised

	Ongoing review, strategy, analysis and improvement of who’s being invited to represent full system

	Details for on-site preparation, room layout, food timing and style clarified

	Materials list developed and adjusted; materials gathered

	Computers discussed and arranged for; newsroom process designed

	Templates for notes-takers, convergence, sign-in, etc. developed / revised

	Signage designed, made

	

	Roles clarified, adjusted (including who says what when)

	

	Days of OS designed, including session timing; closure.  Script developed / revised; time-space matrix developed /revised
	O

P


	Post-event mechanisms for continuing action and communication, including activities and materials needed, calendar dates and other items as appropriate discussed / developed / revised
	E

N


	Discuss / design for whether book of proceedings will be printed during or after OS; discuss distribution, format; prepare proceedings book as much in advance as possible (cover, contacts, contents template)
	S

P

A


	Ongoing email discussion with OSLIST colleagues, as needed, to discuss various elements, ideas and designs
	C

E

	OS event script developed, revised
	 


	Evaluation component considered
	E


	Convergence (if appropriate) designed, developed, revised
	V


	E
	Post-OS analysis


	N

T
	Distribution book of proceedings (if not done during OS)


	
	Communication with participants


	
	Continuation mechanism for ongoing work on action items




