DALLAS SUMMIT PLANNING TIMELINE  ·  BUCA vs. Bluebonnets  ·  April 23, 2026  ·  Internal Use


PHASE 1 — FOUNDATION  ·  MARCH 20–31


	DATE / TIME
	TASK
	OWNER

	March 20
	Send post-call recap email to all speakers + deck
	Gwen

	March 20
	Send registration link to Thomas + Jarred for LinkedIn posts
	Gwen

	March 20
	Confirm Dante's company bio received post-call
	Gwen

	March 20
	Reply to Jarred — confirm using bio from last year
	Gwen

	March 21
	Follow up with Thomas re: Drew (client testimonial)
	Gwen

	March 23
	Send initial broker/attendee outreach emails (Sequence 3A)
	Gwen

	March 24
	Confirm Statler room block for speakers — send booking links
	Gwen

	March 25
	Confirm Hilton Head May 29 with venue
	Gwen

	March 25
	Thomas/Chad/David strategy meeting
	Gwen

	March 27
	Chase Thomas — lock Denver July 23 + Chicago date decision
	Gwen

	March 31
	Confirm all headshots + bios received
	Gwen



PHASE 2 — BUILD  ·  APRIL 1–10


	DATE / TIME
	TASK
	OWNER

	April 1
	Bio + headshot deadline — send reminder March 28, chase stragglers April 1
	Gwen

	April 1
	All speaker topic areas confirmed
	Gwen + Thomas

	April 3
	Build + distribute marketing one-pager
	Gwen

	April 3
	Launch speaker spotlight social media campaign
	Gwen

	April 5
	Send broker outreach follow-up (Sequence 3B) to non-responders
	Gwen

	April 7
	Confirm client testimonial speaker (Drew or other) — coordinate hotel
	Gwen

	April 8
	Send Eventbrite / registration reminder to all registered attendees
	Gwen

	April 10
	Distribute Speaker Brief + individual run-of-show to all speakers
	Gwen

	April 10
	Confirm Statler venue details — room setup, F&B, A/V walkthrough
	Gwen + Dee



PHASE 3 — FINAL PREP  ·  APRIL 11–22


	DATE / TIME
	TASK
	OWNER

	April 14
	Last call attendee outreach email (Sequence 3C)
	Gwen

	April 15
	Print run-of-show, speaker name cards, signage
	Gwen

	April 16
	Confirm final headcount with Statler (F&B guarantee)
	Gwen + Dee

	April 18
	Send final confirmation + day-of details to all speakers (Sequence 2D)
	Gwen

	April 18
	All A/V needs confirmed with every speaker
	Gwen

	April 18
	Final run-of-show locked and distributed to Thomas + Dee
	Gwen

	April 20
	Send day-before reminder to all registered attendees
	Gwen

	April 22
	Thomas briefing call or check-in — 30 min
	Gwen + Thomas

	April 22
	Confirm Happy Hour sponsor logistics — Dante Panella / PriceMDs
	Gwen

	April 22
	Pack event bag: name badges, sign-in sheets, printed ROS, notebooks, pens
	Gwen



PHASE 4 — DAY-OF  ·  APRIL 23


	DATE / TIME
	TASK
	OWNER

	7:30 AM
	Arrive at The Statler — room setup check, signage, materials placement
	Gwen

	7:45 AM
	Check in with Dee — confirm F&B timing and A/V setup
	Gwen

	8:00 AM
	A/V walkthrough with venue tech
	Gwen + AV

	8:30 AM
	Place name badges, notebooks, pens, feedback forms at each seat
	Gwen

	9:00 AM
	F&B confirmed and in place
	Gwen + Dee

	9:15 AM
	Speaker check-in opens
	Gwen

	9:45 AM
	All speakers present and mic'd — sound check
	Gwen

	10:00 AM
	Doors open to attendees — sign-in at registration table
	Gwen

	10:10 AM
	Signal Thomas — 2 minutes to open
	Gwen

	11:00 AM
	Thomas opens — Journal-First opening session begins
	Thomas

	11:30 AM
	Kerix segment (Courtney DeWitt)
	Courtney

	12:00 PM
	Samaritan Fund segment (Brett Morris)
	Brett

	12:30 PM
	Veracity Pharmacy segment (Ashley Jones)
	Ashley

	1:10 PM
	PriceMDs Specialty segment (Dante Panella)
	Dante

	1:50 PM
	Thomas wraps — self-funded plan thesis close
	Thomas

	2:10 PM
	Hot Seat Panel — all speakers on stage, open Q&A
	All Speakers

	2:30 PM
	Lunch — attendee networking
	All

	3:30 PM
	Unity Network segment (Jarred Pierce)
	Jarred

	4:10 PM
	Close — thank attendees, announce Hilton Head
	Thomas + Gwen

	4:40 PM
	Happy Hour begins — Sponsored by Dante Panella / PriceMDs
	Dante

	6:00 PM
	Event close — collect feedback forms
	Gwen



PHASE 5 — POST-EVENT  ·  APRIL 24–30


1. April 24 — Send thank-you email to all attendees + session recap (Sequence 4A)
1. April 24 — Send thank-you to all speakers + confirm Hilton Head (Sequence 4B)
1. April 25 — Send no-show follow-up + Hilton Head invite (Sequence 4C)
1. April 25 — Post event recap on LinkedIn — photos, highlight quotes, Hilton Head CTA
1. April 28 — Complete internal post-event recap doc (what worked, what to change, final numbers)
1. April 28 — Update speaker tracker with post-event notes
1. April 30 — Begin Hilton Head speaker outreach if not already started
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