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Balancing Cancer and Careers Seminar 

Suggested Run of Show

To present the most successful and content filled Seminar it is recommended that you give yourself several hours of set-up time in advance of the event.  Depending on audience size, number of speakers on the panel and type of room this could vary.  The sample Run of Show below is for an early evening event that would start at 5 PM and conclude by 7 PM, including 30 minutes for check-in and refreshments.  This Seminar could easily be a breakfast or lunch event as well; timing would just need to be tweaked accordingly. 

Balancing Cancer and Careers Community Seminar
LOCATION
DATE

START & END TIME

Day-of Timeline and Run-of-Show

1:00 – 2:00 p.m.

Venue/Room Check-in 
Review Seminar activities, determine how the room should be set-up if it isn’t already, go over tech needs with the venue (microphones/sound, lights, electricity, computers, projector and screen, curtains, podium, panel table, etc)  


2:00 – 5:00 p.m.
Room set-up
Finalize table placements, set up check-in table(s)


If the room can be adjusted this is the time to set it up to your specifications for the Seminar, attempting to make the presenters and screen visible to all attendees.

Gift bag and takeaway folder assembly (if applicable)
If you have chosen to provide gift bags assemble it now

If you weren’t able to collate takeaway folders in advance, assemble now and leave at each place setting or on each chair (see Suggested Takeaway Folder Contents for more info)

Videographer arrival and set-up (if applicable)
If you are taping the event for archival purposes or to upload to your website, the videographer should arrive now in order to have plenty of time to set up and prepare

Tech run-through

This is a critical step to ensure proper functioning of computer, projector, screen and microphones in advance of speaker arrivals

3:30 – 4:30 p.m.

Speaker arrivals and run-throughs 
Use this time to make sure that the speakers are comfortable with the podium, the slide advancement and the microphone

4:30 – 5:00 p.m.

Final preparation





Have your check-in volunteers/staff in place with lists





Make sure that the PPT is set and ready to go

Refreshments set and ready (if applicable)
If you choose to do light refreshments they should be set before people begin to arrive

5:00 – 5:30 p.m.

Attendee arrival and check-in

5:30 – 5:35 p.m.

Welcome Remarks
5:35 – 5:45 p.m.

Cancer and Careers speaker 
5:45 – 6:05 p.m.

Oncologist speaker  

6:05 – 6:15 p.m.

Patient speaker
6:15 – 6:30 p.m. 
Legal expert

6:30 – 6:50 p.m.

Q&A 

6:50 – 6:55 p.m.

Closing remarks

6:55 – 7:00 p.m.

Event ends

7:00 – 7:30 p.m.

Breakdown and pack up

Day-of Contact List:

Name, Organization or Title: Phone Number
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