	Automation for Science Event Planning



	Name: ____________________________
	Date: ____________________________



Section 1: Identify Your Repetitive Tasks

What tasks do you find yourself doing over and over in your event planning work?
💡 Think broadly — data entry, emails, reminders, confirmations, follow-ups, updates.

	

	

	

	



Of these, which feel most tedious or time-consuming?

	

	

	



Section 2: Map Your Regular Correspondents

Who do you regularly communicate with in your event planning role?
💡 Consider: vendors, collaborators, internal staff, external staff, speakers, volunteers, attendees.

	Correspondent / Group
	How Often?
	Internal or External?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




Section 3: Automate vs. Personal Touch

Review your correspondents above. For each communication, decide whether it can be automated or whether it needs a personal touch.
💡 Automated: routine info, confirmations, reminders with standard content. Personal: sensitive conversations, relationship-building, complex needs.

	Recipient Type
	Communication
	Automate? (Y/N)
	When to Send

	e.g. Vendor
	Application validation
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Vendor Communications Example
Consider this typical vendor communication sequence — which of these could be automated for your events?
1. Application validation  —  Confirm receipt, set expectations
2. Confirmation of participation  —  Official acceptance/rejection notice
3. 3-month-out reminder  —  Key logistics, deadlines, requirements
4. Map and instructions  —  Day-of access details, setup info
5. Follow-up information  —  Post-event feedback, invoicing, next steps


Section 4: Build Your Communication Timeline

Map out your full communications timeline. For each touchpoint, note who receives it, what it contains, and — importantly — WHY it goes out at that time.
💡 Ask yourself: What information does this person need, and when do they need it? What happens if they get it too early or too late?

	Timeframe
	Recipient
	Message / Action
	Why This Timing?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Reflection: Timing Decisions
Are there any communications where the timing could be improved? What would need to change to make that possible?

	

	

	

	



Section 5: Your Automation Action Plan

Based on your work in this worksheet, identify 2–3 communications you plan to automate first.

	Communication to Automate
	Tool / Platform
	Who Sets It Up?
	Target Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



What support or resources do you need to get started?

	

	

	



	Remember: Automation is not about removing the human element — it's about freeing your time for the moments that truly need it.
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