
 

 

ILTA Roadshow Policies 

1) Vendor submits online proposal for roadshow.  

i) The administrative fee for each proposal is $750, which includes the first five cities.  Additional cities 
can be added for $75 per city. 

ii) Vendor identifies which areas or cities where they would like to present, general timeframe for the 
presentations, what other sponsorships are included (i.e., lunch/breakfast sponsored and/or door 
prize). 

iii) The Programming Coordinator will develop a proposed schedule based on the cities requested by the 
Vendor and/or the membership needs. 

2) Meeting between the ILTA content experts, vendor(s)/presenter(s), and Programming Coordinator to discuss 
the content and general overview of the roadshow presentation.  

3) Programming Coordinator will determine a proposed schedule of dates for each presentation based on 
available dates in ILTA’s programming calendar, and submit to the vendor for review. Then the schedule will 
be presented to the local Member Liaisons for final confirmation.  

4) For each meeting, the Programming Coordinator will then be responsible for:  

i) Securing a host firm for the event  
ii) Posting the event on ILTA’s website and other internal ILTA repositories.  
iii) Creating the meeting invite and emailing it to members in each city/surrounding areas. 

(a) Draft invite is sent to the host, Member Liaisons, content experts and vendor. 
(b) Once the vendor receives the draft, the vendor will reach out to host for the lunch 

arrangements and technical needs for the event. 
(c) Invites to be sent out three weeks before event and the reminder invite one week prior to 

the event.  

iv) Upon request, registration lists will be sent to vendor one week prior and final registration list one 
days before the event. 

v) Creating sign‐in sheets, name tags and evaluation forms for the events. Members Liaison or the host 
will be responsible for the “housekeeping” items at each meeting such as printing nametags, sign‐in 
sheet, welcoming/closing, introductions, etc.  

vi) The sign‐in sheet and evaluations will be returned to the Programming Coordinator, where they will 
be sent to the vendor, along with the member liaison.  Please allow three weeks for the information 
to be sent. 

5) The Vendor typically will provide sponsorship of breakfast or lunch depending on the timing of the meeting. 
For meal arrangements, a typical meeting will consist of:  

i) Programming Coordinator will contact host firm, requesting that the host firm make the food 
arrangements and providing vendor contact information.  

ii) Vendor will work directly with each host firm for payment of meals. Typically this consists of either 
the host firm providing an invoice to the vendor on the day of the event to be paid/reimbursed, or 
the vendor providing a credit card number to the host prior to the event to pay for the meals 

6) Payment/Cancellation policy: 

i) Payment 
(a) Payment due upon receipt. 

ii) Cancellation policy 
(a) Once the roadshow has been announced the administrative fee will not be refunded. 


