SUNYCAC

Conference Timeline

The Conference timeline is a work in progress.  It will be reviewed at each steering committee meeting and be revised as necessary. 

Each steering committee member will be asked to review the timeline for the relevant month and report on the status of each task.
----------------------------------------------------------------------------------------------------------------------------
Spring 2006

-Proposal submitted to Executive Committee – Approved
October 2006

-Conference chairs solicited



-Contacts negotiated with hotel



-Contacts submitted to Executive Committee
 


-Committee Chairs (Steering Committee) recruited
November 2006

-First meeting of Steering Committee

· Finalization of theme

· Solicitation of volunteers

· Review of budget draft

· Review of calendar draft

· Keynote speaker discussion
· Brainstorm topics and possible speakers for conference
· Set ad rates for program 

December 2006

-Initial publicity for conference 




-Begin to identify speakers


-Develop skeleton program



-Obtain list of vendors from various organizations 
-Do initial vendor marketing 
February 2007

-Identify major program speakers
March 2007

-Draft registration form
April 2007


-Meet at SUNYFAP Conference to review progress




-Finalize major program speakers





-Resolve vendor issues

May 2007


-Coordinate program with other relevant committees

June 2007


-Publicity sent to general membership of organization

-Major contracts finalized

-Finalize registration form with Steering Committee

July 2007


-Select vendor who will be contracted to do printing




-Finalize room registration process with hotel


-Establish printing requirements and deadlines


-Finalize program format
August 2007               
-Assign meeting rooms for general and concurrent sessions


-Conference mailing



-With entertainment committee plan off-site list of restaurants for dinner-
           
 on-own evening



-Protocol invitation sent to VIPs




-Finalize entertainment – contracts

September 2007

-Begin gathering attendance packet materials
-Program committee provides list of AV needs by session
-Arrange VIP accommodations
-Facilities committee arrange AV needs of speakers




-Finalize menu




-Coordinate needs of entertainment 



-Enter registrations as they are received



-Coordinate with Program Committee, Evaluation Committee, Organization 

Presidents, the dates that their inserts for the registration packet will be

 
delivered to designated committee member



-Send registration materials 




-Finalize banquet arrangements




-Discuss evaluation form



-Begin processing registrations

October 2007

 -Schedule coverage for the registration table 

-Entertainment arrangements finalized
-Program to printer.

-Protocol coordinate VIP travel

-Complete collection of materials for registration packets
-Examine transportation needs and responsibilities
- -Finalize evaluation form
-Order remaining material for attendance packets
-Transportation arrangements finalized

-Transportation arranged
-Finalize program

Early November 2007
-Finalize evaluation form – November 1





-Transportation arrangements finalized – November 1





-Determine meal counts




-Count and agree on final number of rooms with both hotels




-Finalize VIP arrangements



-Finalize all AV needs



-Continue to enter registrations



-Print conference participant’s booklet to be sent out for copying



-Follow up on handouts that are not received by deadlines



-Print name tags



-Print registration receipts
Day Before


-Set up Conference Headquarters and Registration
-Assemble registration packets and giveaway 

-Set up registration table 
Late November 2007
-Thank you letters



-Complete final reporting responsibilities



-Update notes
