Onsite Responsibilities Grid

An onsite responsibilities grid will help the conference planning leads delegate responsibilities and ensure those responsible for portions of the program are prepared.

What to Include
Similar to the critical dates checklist, the onsite responsibilities grids most often are created in excel spreadsheets. For every day, create a separate worksheet and then in each worksheet create the following columns: start time, end time, task, person responsible, and notes. 

	Start Time
	End Time
	Task
	Staff Responsible
	Notes

	6:30 am
	7:00  am
	Set-up Registration & Check on meeting room
	Anne/Katie
	Set-up table assignments

	7:00 am 
	8:30 am
	Orient student volunteer
	Anne
	have her sign the sign-in sheet. 

	7:00 am
	7:05 am
	Confirm breakfast is set-up correctly
	Katie
	 

	7:30 am
	7:30 am
	Orient Volunteer Leaders
	Katie
	 

	7:15 am
	7:15 am
	Upload slides to computer and confirm presentations run correctly
	Katie
	 

	7:30 am 
	8:00 am
	Affiliate Registration
	 
	 

	7:30 am -
	 8:00 am
	Continental Breakfast
	 
	 

	7:50 am
	7:55 am
	Meet Keynote Speaker
	Diane
	By registration table




How to Distribute
Hold a meeting or call with volunteers and staff who have responsibilities onsite. Review event expectations and distribute the grid. Request that everyone review their assignments and send questions to you no later than 10 days before the event. Two days before the event, remind everyone to bring the onsite responsibilities with them.  This is a working document so please know that you can add tasks but keep the volunteers informed if task involves them. If possible create on a collaborative platform (google drive, Microsoft teams, dropbox) so volunteers can always access the most up to date information virtually.
