FALL CONFERENCE TASKS:   Each Task will need a leader (Coordinator)

	Task Force
	Task
	Timing
	Volunteers

	Speakers:
	Source Speakers:


Keynote:  Should be a well-known personage (some time of celebritiy) who is associated with the theme of the conference (ie facing challenges).  Keynote is 1 hour, during Lunch.


Workshops:  try to ensure all speakers are credentialed and established teachers – avoid “fluff” topics and speakers (ie, magicians – I’m ok, you’re ok types)  Speakers should provide a “take away” – a skill or knowledge that can be used in the office
· Establish budget (how much can we afford to pay – this must be confirmed by Board

· Source speaker through all sources including members, vendors, sponsors, newspapers, magazines, other conferences

After speaker booked:
· Send speaker all marketing information and invite for event

· Get bios and presentation outline

· Send all presentation outlines to HQ for recertification points

· Find out A/V requirements

· Get logos and advertising materials from speakers for program and marketing materials – liaise with marketing team and program team 

· Liaise with marketing team, program team and Vendor team on any “deals” that are struck (ie, free vendor’s table)

· Confirm speaker attendance 1 month prior to event.

· Liaise with Treasurer on speaker payment (we prefer to pay “day of””

· Establish time speaker will be arriving day of event

· Have speaker forward an electronic copy of  presentation (if applicable) to be uploaded to the appropriate laptop prior to the event – review presentation to ensure it is compatible with equipment / software

· Speaker babysitter – one per speaker – day of event
· greet speaker at registration,

· show them to their room, 

· assist with set up and with distribution of materials on tables, 

· ensure speaker has what they need to present

· liaise with conference coordinator with any speaker issues

· sit with speaker at meal (f needed)


	Search – 2 to 4 months
After Booked – 2 hrs / mth until day of

Day of – 1 babysiter per speaker (8 hrs each)
	

	Sponsorship:
	Source Sponsors (we also have list from previous events) 
· using all sources possible, including the internet, yellow pages, professional contacts and your personal network, source potential sponsors for this event.  
· we will need company name, contact name, email address and telephone number.

 Sponsor Liaison 

· get logo and ads from sponsor
· Ensure payment is forwarded to Treasurer

· Ensure door prize (if applicable) is received 10 days prior to event

· Forward sponsor all event information (invite, program, marketing materials, etc)

· Establish who will be attending event

· Are they speaking /. Introducing speaker / presenting door prize?

· 
	Ongoing– approximately 8 months of 1 to 3 hours per week – this will last the duration of the lead up to the event

In the event that all sponsorship spaces are filled, this task will be finished at that time
	Task Leader:
Volunteers

	
	Contact Sponsors (scripts will be distributed)

· initial contact will be made by email, outlining who we are, detailing the event and its purpose and describing the levels of sponsorship available.   

· follow up telephone call will be made two weeks after the email is sent. 

· face to face meetings will be set up when ever possible (a board member will try to be available for as many of these meetings as possible - marketing materials will also be provided)
	Ongoing– approximately 8 months of 1 to 3 hours per week – this will last the duration of the lead up to the event

In the event that all sponsorship spaces are filled, this task will be finished at that time
	Task Leader:

Volunteers

	
	Sponsor Liaison
· follow up on promised funds (get the cheque)

· follow up on advertising materials for programme, website and newsletter (get their ads and logos)

· ensure that sponsors is aware of event details

· confirm attendees and contact information 

· babysit on the day of event - ensure they are where they need to be and when and they have everything they need (confirm all requests through the Board before agreeing)
	3 months of 1 to 3 hours per week leading up to the event.  Ongoing contact with the sponsors is required during this time to ensure that all sponsors needs are met
	Task Leader:

Volunteers

	Vendors:
	Source Vendors  (we also have list from previous events) 
· using all sources possible, including the internet, yellow pages, professional contacts and your personal network, source potential Vendors for this event.  

· we will need company name, contact name, email address and telephone number.
	6 months of 1 to 3 hours per week – until such timae as all Vendor tables are filled 
	Task Leader:

Volunteers

	
	Contact Vendors (scripts will be distributed)

· initial contact will be made by email, outlining who we are, detailing the event and its purpose and describing the levels of sponsorship available.   

· follow up telephone call will be made two weeks after the email is sent. 

· face to face meetings will be set up when ever possible (a board member will try to be available for as many of these meetings as possible - marketing materials will also be provided)
	6 months of 1 to 3 hours per week – until such timae as all Vendor tables are filled 
	Task Leader:

Volunteers

	
	 Vendor Liaison
· follow up on promised funds (get the cheque)

· follow up on advertising materials for programme, website and newsletter (get their ads and logos)

· ensure that vendor is aware of event details

· follow up on delivery of door prizes

· confirm their booth needs (ie, electricity)

· confirm attendees and contact information (collect funds for any extra attendees)

· babysit on the day of event - ensure they are where they need to be and when and they have everything they need (confirm all requests through the Board before agreeing)
	3 months of 1 to 3 hours per week leading up to the event.  Ongoing contact with the vendors is required during this time to ensure that all vendor needs are met
	Task Leader:

Volunteers

	Venue  (DO NOT SIGN OR AGREE TO ANYTHING PRIOR TO BOARD APPROVAL)
	Find Venue (we have a list of available sites) 

· needs to be downtown

· negotiate for pricing (free is best)

· site visits necessary

· Conference Coordinator and Vendor Coordinator will also need to visit site to ensure it is suitable for their particular needs

· Book Venue (to be confirmed by Board

· Ensure down payment is made (if necessary)

· Act as liaison with Venue Event Manager (you will be key point person for Conference Coordinator)

· liaison between Venue and Vendor Coordinator

· liaison between Venue and Sponsor Coordinator

· liaison between Venue and Registration Coordinator


	Ongoing– approximately 8 months of 1 to 3 hours per week – this will last the duration of the lead up to the event


	Task Leader:

Volunteers

	Registration
	· set up registration site - including workshops and presenters

· set up payment options

· monitor registration site daily

· liaison with Treasurer re payment

· detail and produce weekly registration report for Board review (including names, payment received, courses requested)

· prepare name badges and lanyards

· register participants day of event
	3 months of 1 to 3 hours per week leading up to the event and on the day of the event.
	Task Leader:

Volunteers

	
	Registration Bags
· source supplier (free is good - bag must be approved by Board)

· arrange sponsor logo on bag (IAAP logo to be included) - find printer, get logo from sponsor (any costs to be incurred to be approved by Board)

· source promotional items to put into bag (ie, pens, make up, pins, coffee cups - be creative - all items can be logo'd)

· assemble registration bags

· arrange transport of registration bags to the venue


	3 months of 1 to 3 hours per week leading up to the event – assembly is done in the week leading up to the event.  
	Task Leader:

Volunteers

	Marketing and Advertising:
	· find community media opportunities (ie, free) in newspapers, TV, radio

· source media interest (ie, interviews) 

· create and distribute news release

· create marketing materials:

· conference logo

· flyers / posters

· sponsorship and vendor materials

· source printer  (free is good - any costs incurred must be approved by Board first)
	Ongoing– approximately 8 months of 1 to 3 hours per week – this will last the duration of the lead up to the event


	Task Leader:

Volunteers

	Programme
	· design & create programme (must be approved by Board)

· source advertisers

· liaise with Sponsors and Vendors re their ads and logos

· source printer for programme (free is good - any costs incurred must be approved by Board first) 

· arrange transport of programs to venue   

· 
	3 months of 1 to 3 hours per week leading up to the event..  
	Task Leader:

Volunteers

	Day of Event:
	· volunteers needed to assist with registration, crowd control and to be "go-fers"  
	12 Hours on day of event
	Task Leader:

Volunteers

	Door Prizes
	· 
	
	

	Sponsors
	· 
	
	


