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AKLA Conference Coordination

1) Develop functional/physical conference program and assist with content gathering

2) Assist with soliciting members to attend conference
3) Develop conference timeline; review timeline with conference committee to assure that all tasks are completed 

4) Email/mail out all registration information to all potential attendees

5) Accept all conference registrations with on-line registration (if applicable) and mail/fax

6) Enter registrants into customized database, record all monies provided by registrants

7) Accept all phone, email and fax inquiries in relation to registration

8) Follow up with attendees with outstanding balances

9) Produce and email confirm letters to all registrants

10) Confirm facility agreement with Centennial Hall 

11) Draft publicity plan and review with conference committee

12) Work with committee and staff to design and send out preliminary conference announcement

13) Maintain contact with guest speaker(s) as needed to confirm contact, travel arrangements and presentation needs

14) Submit all purchase records and receipt purchases on a bi-weekly basis.  Financial reports as requested by committee

15) Attend all conference committee meetings

16) Confirm all training and arrange for equipment needed at Centennial Hall

17) Draft Conference Schedule to submit to conference committee

18) Send out all publicity needed for AKLA conference

19) Confirm and assist with hotel and catering as needed

20) Submit information about the conference to AKLA staff for inclusion in newsletter

21) Submit conference program to printer

22) Assist with preparation of the floor plan for all Centennial Hall events as well as any off-site events

23) Make arrangements with conference facility (Centennial Hall) for all necessary conference layouts and equipment plans

24) Assist with hospitality baskets and obtaining materials to include in them (if applicable)

25) Make and deliver hospitality baskets to all out of town guests

26) Act as liaison between vendors and conference.

27) Prepare conference packets – conference program, trade show information, evaluations, etc. with committee members

28) Prepare name badges for all delegates, stuff name badges, event tickets and attach ribbons to all badges with committee members

29) Compile statistical information regarding number of attendees

30) Process all pre-registration and registration receipts

31) Prepare all lunch/dinner tickets for attendees

32) Purchase all delegate gifts

33) Arrange for off-site receptions and entertainment, catering, and rental equipment needed 

34) Assist all delegates and guests with hotel accommodation needs

35) Work with hotels to ensure guest satisfaction 

36) Work with caterers for the event to ensure guest satisfaction

37) Attend Conference

38) Work at registration table to assist delegates as they register for the conference, pick up conference materials and maintain a message board to aid in communication during the conference

39) Work with Centennial Hall staff to ensure presenters have all the necessary equipment for their presentations

40) Coordinate transportation for delegates if needed

41) Assist committee with mailing thank you letters to all exhibitors, sponsors and contributors to the event

42) Coordinate production and mailing of all speaker thank you letters

43) Keep in constant contact with conference committee members in order to provide consistent communication throughout the event planning process

44) Produce a written report on all conference activities. These items include hotel occupancy, registration totals, summary of conference evaluations.

