“R&D Meet-up”
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

	R&D meet-up event is dedicated to facilitating meetings between startups and various scientific institutions, such as universities, research centers, and clinical validation institutions that can support and contribute to the progress of startups' R&D efforts. In this type of event, startups operating in the field of deep-tech or companies aiming to enhance their potential for innovative business development learn about the opportunities offered by scientific and academic institutions. The purpose of the event is to provide information, establish new connections, and create networking opportunities for startups, making it easier for them to access the R&D services they need.
The main goal of R&D meetups is to introduce participants to the opportunities, activities, and services provided by scientific institutions, thereby increasing the availability of these services for startups. The event also aims to encourage startups to collaborate with various institutions, which can add significant value to their business ventures. The purpose of the R&D meetup is not only to connect startups with scientific institutions but also to foster joint projects and initiatives.
The number of participants is intentionally limited to certain deep-tech startups, with a typical attendance of 8-10 participants. This allows each startup sufficient time to present their solutions or business ideas effectively. During the event, representatives from scientific institutions also deliver detailed presentations, highlighting the services they offer that may be relevant for the R&D development of the participating startups.
Event Program:
· Startup Introductions: This segment allows up to 5-7 startups to introduce their businesses or solutions, lasting up to 1 hour.
· Research Institution Presentations: Representatives from scientific institutions present their ongoing or completed R&D projects and research results. This segment takes up to 20 minutes.
· Discussions and Networking: The remaining time is dedicated to discussions, networking, exploring cooperation opportunities, and exchanging contact information.
After the event, a list of participants and their contact details is shared to facilitate further collaboration and ensure all parties have the necessary information for future cooperation.

The event lasts approximately 1 to 1.5 hours.


	Task
	Details
	Responsible person / status

	PREPARATORY STAGE

	Topic/Theme of the event
	Identify key topics for the event and/or survey the participants – SMEs, start-ups, universities, research centers. Start by identifying the companies with some challenges and then try to match with suitable representatives of university or a research center. Or if you know an interesting research that may be under disseminated you can start with that and try to invite companies potentially interested in that solution/research.
 
	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
	The event targets companies from the field of deep technologies, including Med-tech, ICT, Green-tech, Smart City, Aerospace, Agriculture, and Engineering. These companies share the common goal of providing technological solutions to address significant scientific or engineering challenges.

	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
Cost for Speaker
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 speaker (if any)
	Select the key Speaker. Focus on entrepreneurs, start-ups, researchers, and large corporations in the sector. Select speakers who are industry leaders, innovators, and successful entrepreneurs. Key presenter should start the event by presenting the context of the event, overview the tendencies in the field. 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
	A well-managed event depends on an experienced moderator who can steer the agenda, maintain engagement, and address any unforeseen challenges. It could be someone from your organization or outside. 

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 participants
	It is really important to clearly communicate with participants and moderator about what you expect from them and give them as many details about the topic and purpose of the event as you can. Have a pre-meeting with the participants to give as much relevant information as you can. This will ensure a smooth and productive event that everyone would benefit from. 

Letters when communicating with participants should include:
· Information about the event (topic, purpose, potential benefits for the participants)
· Login link
· Information about the key speaker (if you have one). This might draw more attention to your event and attract relevant participants.

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

	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. As in this type of the event, the participants are preselected, the actual registration form is a formality and will be only used to invite them to the event.

Example of the form to register 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

	Automatic reply e-mail to the ones who registered:

	Example message can be found in Annex No 2.

	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 information about the event online can be found in Annex No 3.

Example of the Scenario can be found in Annex No 4.


	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 (optional)
	Example of a Facebook event can be found in Annex No 5.

If the event is organized for a close group of participants a simple Calendar invite with all relevant information could be enough.
	Click to enter person(s) assigned to this task
Click to select the deadline for the task
☐not started
☐in progress
☐done

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

For this type of event, the dissemination is mainly to be done by personal contacts, because organizers need to know SMEs/Start-ups/Spin-offs that could be matched with relevant researchers or research centres.

Organizers can utilize the knowledge and contacts of other business support organizations and also can directly contact Universities or Research centres.   

	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 description of the participants to share with the moderator. 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

	Remainder e-mails to participant few days before the Event
	Example of an e-mail 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

	EXECUTION OF THE EVENT

	Reminder letter on the day of the Event
	Example of the e-mail 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

	Start of the Event
	Make sure all guests – speaker (if any), participants - 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. 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 4.



	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
	If you had a paid moderator or guest speaker, 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 8.


	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. Contact the companies as well as representatives of research centers to hear their insights after the event, did any of the solutions provided match the challenges of companies, and who would they like to meet again and have further discussions. Provide a platform or channel for participants to schedule these meetings. Be an active mediator in this process.

	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 the form to register 
	The drone sector offers limitless possibilities, from revolutionizing logistics to solving public challenges through cutting-edge technology. 📢Join us online for the event 🟠Innovation Dialogues: Advancements in Drone Technology and Integration Across Sectors and discover how to develop innovations alongside scientists and experts from Lithuania, Norway, and Latvia.

This event brings an opportunity to network with like-minded professionals and explore collaboration opportunities in drone technology for industries, public services, and research.

If you are interested in exploring new ideas and innovative solutions  – this event is for you! ➡️ Key topics: #Drone logistics #UAV design advancements #Drones for public services

WHEN | September 17, 10:00 – 11:30 EET
WHERE | Online via TEAMS

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

We collect your personal data for the following purposes: events, seminars, webinars, live trainings, hackathons, consultations, etc. organization; when you participate in our event, we may take screenshots, photos, video from ongoing event, we later may use it for our communication and gathering evidence for European Union funds reporting; when we meet in person, we may process data to implement COVID-19 prevention and control measures. More detailed information about the scope of personal data 
processing, purposes, means, your rights, etc.: https://www.techpark.lt/privacy-notice .

1.Your organization
Text
2.Name, Surname
Text
3.Your email
Text


	[bookmark: No2]No 2. Example of the automatic reply for registered participants
	Thank you for registering for Innovation Dialogues: Advancements in Drone Technology and Integration Across Sectors event!
🗓️Join us on September 17, 10:00-11:30 EET
🔗Link to the event: enter link to the Event

	[bookmark: No3]No 3. Example of an information  about the event and Agenda
	The drone sector offers limitless possibilities, from revolutionizing logistics to solving public challenges through cutting-edge technology. [image: 📢]Join us online for the networking event [image: 🟠]Innovation Dialogues: Advancements in Drone Technology and Integration Across Sectors and discover how to develop innovations alongside scientists and experts from Lithuania, Norway, and Latvia.
This event brings an opportunity to meet with forward-thinking professionals and researchers passionate about advancing the drone sector through cutting-edge research and development.
[image: ❗]If you want to explore new ideas and innovative solutions, don’t miss this opportunity to be at the forefront of innovation!
[image: ➡️] Key topics: #Drone logistics #UAV design advancements #Drones for public services
[image: ]WHEN | September 17, 10:00 – 11:30 EET
[image: ]WHERE | Online via TEAMS
[image: ]REGISTER to receive the link: https://forms.office.com/e/TjxiDz5haS

// AGENDA //
(CEST)
10:00-10:05 | Welcome remarks
10:05-10:10 | Introduction of participants (scientist teams/companies from Norway, Lithuania, Latvia)
10:10-10:30 | Drones in logistics. Current status and challenges. Presenter 1
10:30-10:45 | Last steps in Unmanned Aerial Vehicle design. Presenter 2
10:45-11:00 | SPH Engineering case, Presenter 3
11:00-11:10 | Drones for Public Good: case studies in Solving Public Challenges. Presenter 4
11:10-11:25 | Discussion: joint innovation and collaboration between academia, business, and public sector
11:25-11:30 | Wrap up and concluding remarks
The link to the event will be sent after the registration.


	[bookmark: No4]No 4. Example of the Scenario
	Connecting: 10:45 | Person from organizers accepts participants.

11:00-11:05 | Welcome remarks. 

Moderator:  Greeting of participants. This event - Advancements in Drone Technology and Integration Across Sectors – is the third event of the cycle and is dedicated to science meeting business and discussing what are the needs of business and propositions of science regarding drone technology and its’ application. Drones in logistics, defence or public security. What opportunities does this open for businesses? We invite you to dive-in to this topic for the upcoming hour and a half.  
 
11:05-11:10 | Introduction of participants (scientist teams/companies from Norway, Lithuania, Latvia)

Moderator: In the Agenda today, we have three speakers from Norway, Lithuania and Latvia who will talk about applications, funding projects for the development of drone technologies and other issues in the sector. After their presentations we will hear some case studies in solving public challenges. And lastly, we will have opportunity for discuss discussion about joint innovation and collaboration between academia, business, and public sector. Please feel free to ask questions throughout the event.
And just a short note, that we invite you to share your contacts throughout the event in the chat, and after the event, we will share them with all of you in a joint email. 
And now please welcome our first presenter Name Surname, research director for the Drones and Autonomous systems group at NORCE Norwegian research centre. He will talk about his research into drone logistics, where the industry is today and challenges that must be solved in the future. Mr. Name the floor is yours.

11:10-11:30 | Drones in logistics. Current status and challenges. Presenter 1.

Moderator: reflection on the presentation. Our next presenter is Mr. Name Surname, head of EMC department at FabLab Kaunas, Kaunas University of Technology. He will talk about KTU's services and projects related to drones. Mr. Name will introduce the problems of electromagnetic compatibility and the ability to help research and solve them. 

11:30-11:45 | Last steps in Unmanned Aerial Vehicle design. Presenter 2.

Moderator: reflection on the presentation.  And now please welcome the last presenter in our first part of the event the director for special projects at SPH Engineering Mr. Name Surname. The presentation will focus on SPH Engineering products, highlighting their interesting aspects, features, technologies and possible use cases of drone technologies.

11:45-12:00 | Turning Advanced Technology into Unique Opportunities, Presenter 3.

Moderator: reflection on the presentation. In the first part we heard …. and now it’s time for some practical examples of how drone technology was applied in solving various public challenges. First, is Mr Name Surname, Head of Data Management Group at Vilnius Data Center. He will share his experience in managing Vilnius using innovating technologies (Case of Vilnius Municipality: use of drones to identify the amount/location of waste generated)

12:00-12:10 | Drones for public good: case studies in solving public challenges. Presenter 4

Moderator: reflection on the presentation or thank you. Invitation of participants for a discussion. Discussion topic suggestion: joint innovation and collaboration between academia, business, and public sector

12:10-12:25 | Discussion: joint innovation and collaboration between academia, business, and public sector

Moderator: Wrap up and concluding remarks. Reminder to share contacts and that an e-mail with everyone's contacts and additional information will be sent shortly. The next online event of Innovation dialogues is planned for November and everyone is invited to participate, just follow information at Tech-Park Kaunas webpage and social media.

12:25-12:30 | Wrap up and concluding remarks.


	[bookmark: No5]No 5. Example of the event link in Facebook
	https://www.facebook.com/events/1230028638444804


	[bookmark: No6]No 6. 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: Advancements in Drone Technology and Integration Across Sectors". The event takes place today, 17th September, 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: No7]No 7. Example of the remainder e-mails to participant on the day of the Event
	Hello,
 
The event "Innovation Dialogues: Advancements in Drone Technology and Integration Across Sectors" 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: No8]No 8. 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: Advancements in Drone Technology and Integration Across Sectors. We hope that the contacts made will successfully transfer to future collaborations. 

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/dg5EKxJd3C  

Thank you once again for your participation!

Best regards,
The Organizers
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