[image: image1.jpg]INNOVATION + INTELLIGENCE + PASSION

2012





[image: image1.jpg]
Conference Summary
	Name
	

	Title
	

	Department
	

	Conference Summary
	INTERPHEX delivers the information, education, and networking you need to help your company improve its bottom line, increase its competitive advantage, and improve efficiency and productivity.

	Conference URL
	www.interphex.com  

	Goals 
List the top three ideas, concepts or solutions brought back to your company that align with your business goals.  

	1
	

	2
	

	3
	


Expense Summary 

	 
	Budget 
	Actual

	Conference Fee
	$
	$

	Airfare
	$
	$

	Transportation
	$
	$

	Hotel
	$
	$

	Meals
	$
	$

	Total
	$
	$


Sessions Attended 

Review notes taken during each session.  Additional fields may be added by copying and pasting table.

	Session Title
	

	Session Presenter
	

	Session Summary
	

	Objectives Learned

	

	Action Items Relevant to Goals

	

	Projected Benefits
	

	Session Title
	

	Session Presenter
	

	Session Summary
	

	Objectives Learned

	

	Action Items Relevant to Goals

	

	Projected Benefits
	


Networking Contacts  
Add contact details for people you met during the conference that you or your company may contact post event to discuss business issues. Insert additional rows by copying and pasting table.
	Contact Name
	
	Contact Details
	

	Topics Discussed 

	Contact Name
	
	Contact Details
	

	Topics Discussed 

	Contact Name
	
	Contact Details
	

	Topics Discussed 

	Contact Name
	
	Contact Details
	

	Topics Discussed 


Vendors 

List vendors met with onsite whose product or solution you or your colleagues will follow up with post event.  Insert additional rows by copying and pasting table.
	Vendor / Company 
	

	Contact Name
	
	Contact Details
	

	Product or Solution

 
	

	Brief Summary of Conversation


	

	Vendor / Company 
	

	Contact Name
	
	Contact Details
	

	Product or Solution

 
	

	Brief Summary of Conversation


	


Overall Summary

List additional information or details not included above that are of value to you and your company.  We would also recommend adding details on briefing your colleagues/team members on what you learned.  Don’t forget to include the date and time of your planned training session.

	


Post Event -Trip Report


<Date>
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