 “Innovation Circles”
EVENT PLANNER
This planner has been designed to guide you through the process of organising successful community-building events for companies and organisations connected through shared spaces, incubators, or networks. Whether you are planning a small networking meetup or a larger thematic event, this planner will help you stay organised, cover all key aspects, and ensure a smooth execution.

How to Use the Planner. The planner is structured around the key phases of event organisation - preparation, execution, and follow-up. Each section includes:
· Step-by-step checklists to guide your workflow
· Practical tips based on real-world experience
· Budget planning tips to track costs and identify funding sources
· Communication suggestions for effective coordination with speakers, attendees, and partners.

You can use this planner either sequentially or jump to specific sections depending on your needs. For best results, we recommend reviewing the full planner during your initial planning phase.

Real-World Insights. All examples and templates provided throughout this planner are based on a previously organised and successful event. These serve as concrete references to help you understand what works in practice and how to adapt the approach to your own context.

	[bookmark: _Hlk85438104]CONCEPT OF THE EVENT

	The community-building event, “Innovation Circles”, is inspired by the globally renowned World Café concept, which serves as an effective framework for networking and collaborative discussions. This concept is versatile, offering solutions for addressing internal challenges within organisations, planning orientation activities, and even fostering team engagement in an entertaining format.
This event methodology can be adapted to an online setting as an innovative approach to facilitate discussions on specific topics. The process begins with an expert speaker, who introduces the overarching theme of the event. For example, the theme could focus on AI tools or the challenges and opportunities of remote or hybrid workplaces.
Structure of the Event
The event is organized into several virtual breakout rooms, each assigned a specific discussion topic related to the overarching theme. For instance, if the main topic is AI tools, the discussions in the rooms could address questions such as:
· Room A: What opportunities do AI tools present?
· Room B: What are the potential threats or risks associated with AI tools?
· Room C: How can organizations best implement AI tools in their processes?
Each room is facilitated by a designated host who remains in the room throughout the event. The host’s primary role is to guide discussions, connect participants to previously discussed ideas, and onboard new participants as they enter the room.
The rooms accommodate small groups of 4–6 participants, allowing for meaningful discussions. Participants are encouraged to brainstorm freely, engage creatively, and document their ideas using shared digital tools. Depending on the topic, these tools might include Word documents, Excel spreadsheets, Miro boards, or a combination of several formats.
Discussions in each room last approximately 20 minutes per round. After each round, a moderator oversees the rotation of participants between rooms. For example:
· Participants in Room A move to Room B,
· Participants in Room B move to Room C,
· And so on, until all participants have rotated through every room and returned to their original room.
The host, who remains in the same room, ensures continuity by summarizing previous discussions and integrating new perspectives brought by the rotating participants. This approach fosters cross-pollination of ideas, as participants contribute insights from their previous discussions while exploring the current question.
A session involving three rooms typically lasts around 60 minutes, including the time for rotations. Once the rotation process is complete, participants return to their initial room, where the host consolidates all the ideas generated during the discussions.
During a short break, the facilitators collaborate with the moderator to prepare a comprehensive plenary presentation, summarizing the key points, insights, and potential outcomes from the event. This presentation is then shared with all participants, who are invited to provide additional input or engage in further discussions.


	Task
	Details
	Responsible person / status

	PREPARATORY STAGE

	Topic/Theme of the event
	Identify key topics for the event and/or survey the participants. Think of a topic that would be on trend or it could be an issue that your target group would have in common. 
	Click to enter person(s) assigned to this task
Click to select the deadline for the task
☐not started
☐in progress
☐done

	Define your target group
	Who could benefit from the event? Where are you going to disseminate information about the event? 
	Click to enter person(s) assigned to this task
Click to select the deadline for the task
☐not started
☐in progress
☐done

	Budget of the Event
	Think of the sources of payments. 
Costs may include the following budget lines:
Costs for Moderator
Costs for Speaker(s) (if any)
Costs for Innovation Circles part Moderator (if separate person)
Dissemination costs
Organizational costs
----------------------------------------------
Total budget:

	Click to enter person(s) assigned to this task
Click to select the deadline for the task
☐not started
☐in progress
☐done

	Key speakers
	A Speaker is not obligatory for this kind of event, but you can select the key Speaker(s) if you choose to have an introductory presentation. Focus on entrepreneurs, start-ups, researchers, large corporations in the sector, psychologists, HR specialists – all kind of experts . Select speakers who are industry leaders, innovators, and successful entrepreneurs. Check if they are available and in the scope of your budget. 

During the planning stage you can share this file with all people involved in organizing the event and use this cell to brainstorm all possible options and then decide which candidate is the most suitable.

The person assigned to this task should be responsible for contacting the Speaker, checking their availability, confirming payment details, and taking on all further communications with the Speaker.

	Click to enter person(s) assigned to this task
Click to select the deadline for the task
☐not started
☐in progress
☐done

	Moderator of the event
	For this kind of event is crucial to have an experienced moderator who can steer the agenda, maintain engagement, and address any unforeseen challenges and also be familiar with the topic selected for the specific event. 

During the planning stage you can share this file with all people involved in organizing the event and to use this cell to brainstorm all possible options and then decide which candidate is the most suitable.

If the moderator is from outside, the person assigned to this task should be responsible for contacting the potential Moderator, checking their availability, confirming payment details, and taking on all further communications with the Moderator.

	Click to enter person(s) assigned to this task
Click to select the deadline for the task
☐not started
☐in progress
☐done

	Moderator of Innovation Circles part
	For this kind of event is crucial to have an experienced moderator who would be well familiar with World Café concept and also be familiar with the topic selected for the specific event. 

During the planning stage you can share this file with all people involved in organizing the event and to use this cell to brainstorm all possible options and then decide which candidate is the most suitable.

If the moderator is from outside, the person assigned to this task should be responsible for contacting the potential Moderator, checking their availability, confirming payment details, and taking on all further communications with the Moderator.

	Click to enter person(s) assigned to this task
Click to select the deadline for the task
☐not started
☐in progress
☐done

	Communication with Speakers and Moderator of the Innovation Circles part
	It is really important to clearly communicate with your speakers and moderator about what you expect from them and give them as many details about the event - the participants, the activities - as you can. This will ensure a smooth and productive event that everyone would benefit from. 

Letters when communicating with speakers should include:
· Information about the event (other participants, programme)
· Login link
· Templates for slides
· Background to use during the event
· Request to send slides - so that you have them in case they can't share

Topics/questions to discuss in each break-out room should be provided by the Moderator of the Innovation Circles part Moderator.

Example of a letter to an introductory speaker(s) a few days before the event can be found in Annex No 1.

	Click to enter person(s) assigned to this task
Click to select the deadline for the task
☐not started
☐in progress
☐done

	Agenda
	After finalising the event agenda, take your time to prepare a scenario for the event. This helps to play out all the event in advance and see in perspective what is ready and what is not.

Example of an Agenda can be found in Annex No 2.

Example of the Scenario can be found in Annex No 3.

	Click to enter person(s) assigned to this task
Click to select the deadline for the task
☐not started
☐in progress
☐done

	Breakout rooms
	Representative of the organizers sets up (prior the Event) a couple of virtual rooms and assigns participants (during the Event) to each of the Breakout room. Let's say you set up four rooms. You can have more rooms, but that will extend the duration of the process. In every room (let's label the room a, b, c and d.) participants are going to discuss a particular question that matches the overarching theme of the event. 

Every room has one designated host – a facilitator - and this host will stay in the room the whole time, for the whole event. You can easily work with four five or even six people in a room. So what the people are doing together with the host is that they are discussing the more concrete question designated to the room. Participants are free to brainstorm, play, doodle and draw. So you need to prepare shared files accordingly. Sometimes you might need a simple shared slide, shared word file to write ideas, sometimes you might need an excel, or maybe a Miro board. Or a combination of a few. 

The important thing in the role of the facilitator of the breakout rooms is onboard participants in the beginning, so tell them what you are going to do, what their specific role is, and make sure that they help the participants and really motivate them to play doodle and draw.

Another important person in this whole picture is the moderator. And the moderator basically tracks time and logistics of moving the people from room to room.

	Click to enter person(s) assigned to this task
Click to select the deadline for the task
☐not started
☐in progress
☐done

	Create an Event link on Social networks 
	Example of a Facebook event can be found in Annex No 4.

	

	Link for participants' registration
	For participants registration use Microsoft Forms or Google Forms. During this process it is important to gather all relevant information about the participants, so the questions should be well thought out. 

Example of the questions in the registration form can be found in Annex No 5.

	

	Automatics reply e-mail to the ones who registered:

	Example message can be found in Annex No 6.
	Click to enter person(s) assigned to this task
Click to select the deadline for the task
☐not started
☐in progress
☐done

	Dissemination
	Use the social media channels to disseminate your event. Add yourself to relevant Facebook or LinkedIn groups well in advance as the administrators most of the time have to approve your request to join and post.

Prepare a visual for your event dissemination. Create a good title / slogan / logo / colour scheme. Create visuals for PowerPoint presentations, and speaker backgrounds to make your event look cohesive.

To make the dissemination process more coordinated and to avoid duplication, list all places where your message was disseminated:
· Periodical Facebook posts and event
· Periodical LinkedIn posts and event
· Personal messages (specify)
· Organizations’ webpage
· Relevant Social media groups
· …

Example of the dissemination message can be found in Annex No 7.
	Click to enter person(s) assigned to this task
Click to select the deadline for the task
☐not started
☐in progress
☐done

	Information to the Moderator
	Provide the moderator with all relevant information. Have a short biography of all speakers to share with the moderator. What is their expertise, experience in the field, maybe some fun-facts. Share the scenario or share all relevant information for him/her to prepare the scenario by themselves. Share or discuss possible questions to the  speakers, participants during discussions.

	Click to enter person(s) assigned to this task
Click to select the deadline for the task
☐not started
☐in progress
☐done

	E-mails to participant few days before the Event
	Example of an e-mail can be found in Annex No 8.


	Click to enter person(s) assigned to this task
Click to select the deadline for the task
☐not started
☐in progress
☐done

	EXECUTION OF THE EVENT

	Reminder letter on the day of the Event
	Example can be found in Annex No 9.
	Click to enter person(s) assigned to this task
Click to select the deadline for the task
☐not started
☐in progress
☐done

	Start of the Event
	Make sure all guests and speakers are connected to the event. Connect 10-15 minutes prior the start of event to make a test slide shares, check microphones and cameras, and check roles and rights assigned to participants. 
Prepare and check the readiness of interactive elements like Q&A sessions, polls, and breakout rooms. Have a dedicated person responsible for technical management.
Provide guidelines for respectful and constructive interactions. Ask participants to use chat for questions, remarks, sharing of contacts.

	Click to enter person(s) assigned to this task
Click to select the deadline for the task
☐not started
☐in progress
☐done

	Event recording (optional)
	Save and edit the recording and prepare a link to the video to be sent to the participants.
	Click to enter person(s) assigned to this task
Click to select the deadline for the task
☐not started
☐in progress
☐done

	Follow the scenario but be flexible
	Example of the Scenario can be found in Annex No 3.

	Click to enter person(s) assigned to this task
Click to select the deadline for the task
☐not started
☐in progress
☐done

	Breakout rooms
	Assign a person who will create and manage the breakout rooms. This should be the person who created the event link. If you have never delt with creating a breakout room before – make sure you make a test event with your colleagues to understand the specifics. 

You can assign participants to the breakout rooms only during the event, but according your registration discuss how many breakout rooms you plan to have before the event. Assign a room moderator to lead work there. Have a Miro board or PowerPoint slide(s) to facilitate discussions and to provide the possibility to create notes. If no participant would want to share the insights after returning to joint event, this would be the room moderators’ responsibility.

	Click to enter person(s) assigned to this task
Click to select the deadline for the task
☐not started
☐in progress
☐done

	POST-EVENT ACTIVITIES

	Payments
	Check if all agreements are prepared, and invoices are issued correctly. Make transfers.

	Click to enter person(s) assigned to this task
Click to select the deadline for the task
☐not started
☐in progress
☐done

	Follow-up letter to participants and request to fill in the satisfaction survey
	Example of the follow-up letter to the participants can be found in Annex No 10.


	Click to enter person(s) assigned to this task
Click to select the deadline for the task
☐not started
☐in progress
☐done

	Follow-up meetings
	Encourage participants to organize follow-up meetings to explore partnerships and investment opportunities.
Provide a platform or channel for participants to schedule these meetings.

	Click to enter person(s) assigned to this task
Click to select the deadline for the task
☐not started
☐in progress
☐done





ANNEX OF EXAMPLES
	[bookmark: No1]No 1. Example of a letter to a speaker a few days before the event
	Good afternoon,

Thank you once again for agreeing to present your expertise at the ““Innovation Dialogues: Innovation Circles".
The event is on Tuesday, so I would like to ask you to share the slides of your presentation with us by Monday evening (25th November). You will be able to share the slides yourself during the event, but if there are technical difficulties during the event, we can respond more quickly to share the slides. 
It will also be useful for the moderator to have access to the content of your presentations in advance.
If you do not have the slides, it would be great if you could write briefly what you plan to talk about (at least the main points). The length of your presentation is 5-10 minutes.
Other information:
· Event time: 26th  November, 10:00 (EET time), duration 2 hours.
· Virtual venue: TEAMS platform, link to the event: https://www.facebook.com/events/568211352284881 
· You are welcome to join early, we will test the technical aspects together.

If you have any questions, please contact us!
See you there!


	[bookmark: No2]No 2. Example of Agenda
	// AGENDA // (EET)
09:00-09:05 | Welcome remarks Moderator
09:05-09:30 | The Concept of “Flexibility” and Its True Impact on Well-being. Generational Perspectives Speaker 1
09:30-10:00 | The Dark Side of Learning Speaker 2 
10:00-10:30 | Flex-Washing and Its Impact Speaker 3
10:30-10:45 | Real-World Practices in Burnout Prevention. Practical steps companies take to create healthier work environments Speaker 4
10:45-11:45 | Practical Workshop: Strategies on Healthier Work Environments Led by Innovation Circles part Moderator
11:45-12:00 | Wrap-up


	[bookmark: No3]No 3. Example of the Scenario
	(Start of the optional part)
08:30 Organizers join the event. Speakers are asked to join earlier to test the connection and availability to share presentations
8:55 Participants start to be accepted. Meanwhile, Organizers share the INTRO slide (agenda of the event included).

9:00 – 9:05 Event starts. Moderator starts the event.  Welcome remarks. Key points: Flexibility and well-being are essential for thriving and delivering teams in today’s workplace. Yet, the challenges of burnout and “flex-washing” are more pressing than ever. That is why we have invited you into this practical, interactive event 🟠Innovation Dialogues: Tackling Burnout and Flex-washing in Modern Workplaces.
This event brings new perspectives on how burnout affects us all and why addressing it matters now. You will not only gain knowledge from experts in the field from Lithuania and Finland, but also have a chance to network with participants from across the Baltic Sea region. 
As it is networking even, the Moderator invites participants to share their contacts in the chat during the event. Preferably LinkedIn profiles.
The Moderator informs participants that the event will be recorded. 

The Moderator shortly introduces Speaker 1 and their topic

9:05 – 9:30 The Concept of “Flexibility” and Its True Impact on Well-being. Generational Perspectives Speaker 1

Moderator: thanks to Speaker 1. Short reflection. Invitation for participants to give questions if any. Shortly introduces Speaker 2 and their topic.

9:30 – 10:00 The Dark Side of Learning Speaker 2

Moderator: thanks Speaker 2. Short reflection. Invitation for participants to give questions if any. Shortly introduces Speaker 3 and their topic.

10:00 – 10:30 Flex-Washing and Its Impact Speaker 3

Moderator: thanks Speaker 3. Short reflection. Invitation for participants to give questions if any. Shortly introduces Speaker 4 and their topic.

10:30 – 10:45 Real-World Practices in Burnout Prevention Speaker 4

Moderator: thanks Speaker 4. Short reflection.

(End of optional part)

Moderator: In this part of the event, we will have a workshop where participants will be able to share their own experiences, insights and thoughts that have emerged from the previous presentations. However, everything will be presented to you in detail by the Moderator of Innovation Circles themselves.

10:45 – 11:45 Practical Workshop: Strategies on Healthier Work Environments
Led by Moderator of Innovation Circles

WORKSHOP

Moderator of the Innovation Circles introduces the overarching topic Tackling Burnout and Flex-washing in Modern Workplaces.

Representative of the organizers sets up (prior the Event) a couple of virtual rooms and assigns participants (during the Event) to each of the Breakout room. Let's say you set up four rooms. You can have more rooms, but that will extend the duration of the process. In every room (let's label the room a, b, c and d.) participants are going to discuss a particular question that matches the overarching theme of the event. 

Every room has one designated host – a facilitator - and this host will stay in the room the whole time, for the whole event. You can easily work with four five or even six people in a room. So what the people are doing together with the host is that they are discussing the more concrete question designated to the room. Participants are free to brainstorm, play, doodle and draw. So you need to prepare shared files accordingly. Sometimes you might need a simple shared slide, shared word file to write ideas, sometimes you might need an excel, or maybe a Miro board. Or a combination of a few. 

After each round, after approximately 20 minutes the moderator of the event/or a technical person from organizers is moving the participants from their room to the other. Participants from room A are transferred to the room B, participants from the room B get to the room C and so on. The participants are going to switch but the host is going to stay in the initial room. And the role of the host is to connect participants with what has been discussed already, to cross-pollinate ideas and to onboard those who are new in the room. This is the reason why the host stays with the room the whole time. The idea is that the participants in room B are now those who already discussed a question in room A, and the host is on boarding them and trying to get their perspective on what has already been discussed about the question 2. And that is happening in each and every room. And this is happening so long until one group of participants has gone through each and every room and has got back to their initial room again. And then the host is showing them the whole picture. And this takes approximately about 80 minutes just for four rooms. 

The important thing in the role of the hosts of the breakout rooms is onboard participants in the beginning, so tell them what you are going to do, what their specific role is, and make sure that they help the participants and really motivate them to play doodle and draw.

Another important person in this whole picture is the moderator. And the moderator basically tracks time and logistics of moving the people from room to room. The goal of the event and this exercise is to prepare a presentation for the plenary. And that is something that the facilitators are going to do together with the moderator while all the participants are in a break. And then they are going to present everything at the end to each other. Participants can make additions, further discussions could happen and so on.

Moderator: thanks to Moderator of Innovation Circles. Short reflection. 

11:45 – 12:00 Wrap-up

Moderator thanks everyone for their participation, reminds that those who have not shared their contacts can still do so in the chat, that after the event we will share a joint letter with information, and wishes that the end of the event will mean the beginning of a change in the work environment, contributing to a more conscious and healthier daily life and a start of useful collaborations.

End of the event


	[bookmark: No4]No 4. Example of the event link in Facebook
	https://www.facebook.com/events/568211352284881 


	[bookmark: No5]No 5. Example of the questions in the registration form
	1.Your organization
Text
2.Name, Surname
Text
3.Your email
Text


	[bookmark: No6]No 6. Example of an automatic reply for registered participants
	Thank you for registering for  “Innovation Dialogues: Tackling Burnout and Flex-washing in Modern Workplaces and turn these challenges into opportunities!” event!
🗓️Join us on November 26th , 10:00-11:30 EET
🔗Link to the event: link to the Event


	[bookmark: No7]No 7. Example for dissemination of the event
	Flexibility and well-being are essential for thriving and delivering teams in today’s workplace. Yet, the challenges of burnout and “flex-washing” are more pressing than ever. [image: ]Join us online for a practical, interactive event [image: ]Innovation Dialogues: Tackling Burnout and Flex-washing in Modern Workplaces and turn these challenges into opportunities!
This event brings new perspectives on how burnout affects us all and why addressing it matters now. You will not only gain knowledge from experts in the field from Lithuania and Finland, but also have a chance to network with participants from across the Baltic Sea region.
[image: ]WHEN | November 26, 9:00 – 12:00 EET
[image: ]WHERE | Online via TEAMS
[image: ]REGISTER to receive the link: https://forms.office.com/e/faezTecPXu

The link to the event will be sent after the registration

// AGENDA // (EET)
09:00-09:05 | Welcome remarks Moderator
09:05-09:30 | The Concept of “Flexibility” and Its True Impact on Well-being. Generational Perspectives Speaker 1
09:30-10:00 | The Dark Side of Learning Speaker 2
10:00-10:30 | Flex-Washing and Its Impact Speaker 3
10:30-10:45 | Real-World Practices in Burnout Prevention. Practical steps companies take to create healthier work environments Speaker 4
10:45-11:45 | Practical Workshop: Strategies on Healthier Work Environments Led by Innovation Circles part Moderator
11:45-12:00 | Wrap-up

The link to the event will be sent after the registration.

Hope to see you there!
Organizers

Don’t forget to add more detailed information about the scope of personal data processing, purposes, means, and their rights. Example.: https://www.techpark.lt/privacy-notice .


	[bookmark: No8]No 8. Example of the remainder e-mails to participant few days before the Event
	Hello,
 
This email is to remind you that you have registered to the event "Innovation Dialogues: Tackling Burnout and Flex-washing in Modern Workplaces and turn these challenges into opportunities!". The event takes place today, 13th May, 2024.

WHEN | 10:00 – 11:30 EET
WHERE | Online via TEAMS
🔗Event link | link to the event 

More about the event.

See you soon!
 
Kind regards,
Organizing team


	[bookmark: No9]No 9. Example of the remainder e-mails to participant on the day of the Event
	Hello,
 
The event " Innovation Dialogues: Tackling Burnout and Flex-washing in Modern Workplaces and turn these challenges into opportunities! " starts within 1 hour.

WHEN | 10:00 – 11:30 EET
WHERE | Online via TEAMS
🔗Event link | link to the event

Please, join the webinar some minutes ahead of time and mute the microphone.
More about the event.

See you soon!
 
Kind regards,
Organizers


	[bookmark: No10]No 10. Example of the follow-up letter to participants and request to fill in the satisfaction survey
	Dear Participants,

We would like to thank you for participating in yesterday’s event 🟠 Innovation Dialogues: Tackling Burnout and Flex-washing in Modern Workplaces and turn these challenges into opportunities! We hope that the event provided a valuable platform for you to gain new insights, reflect, share your own experiences, and connect with other professionals.

We would appreciate it if you could take a moment ➡️to fill out a short survey to evaluate your experience at the event. Your feedback will help us improve and better respond to your needs in future events.

🔗Link to the survey: https://forms.office.com/e/BGajU6VDuD

Thank you once again for your participation!

Best regards,
The Organizers
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