
Annex 2 Template for workshop preparation activities 

Workshop 
preparation 
activities

Primary 
responsibility for 

delivery

Delivery support Deadline for 
activity

Activity 1: 
Review of 

prevailing market 
conditions and 
previous events 

Activity 2: 
Defining 

objectives of event 

Activity 3:  
Developing list of 

participants 

Activity 4: 
Identification of 
event preparation 

team and 
facilitators 

Activity 5: 
Outline of planned 

event exercises 

Activity 6:  


