Sample Checklist for Regional Conferences

	DUE DATE
	TASK
	RESPONSIBLE PARTY
	DONE?

	
	Define roles of Director/Committee Chair; schedule committee meeting.
	
	

	
	Research hotels & conference space, including cost. Seek input from interested organizations.
	
	

	
	Identify possible themes, speakers, presenters, & teachers.
	
	

	
	Finalize dates and city location.
	
	

	
	Draft conference schedule.
	
	

	
	Draft conference budget, including registration cost, stipends & reimbursements.
	
	

	
	Decide how much to pay speakers, presenters,
m entors, and volunteers, if applicable.
	
	

	
	Finalize conference schedule with dates/times.
	
	

	
	Finalize conference budget, including registration cost, stipends & reim bursem ents.
	
	

	
	Decide how to publicize conference (Internet, email, printed, publications).
	
	

	
	Contact speakers
	
	

	
	Develop contracts for speakers; request bios, descriptions, audio/visual requirem ents, m aterials lists.
	
	

	
	Sign contract for conference space. 


	
	

	
	Prepare Postcard
	
	

	
	Prepare SAQA Journal Ad – 2.25 x 4.75
	
	

	
	Develop PR Blurb
	
	

	
	Announce conference dates & website
	
	

	
	Final signed contracts from speakers.
	
	

	
	Establish conference information page on SAQA website including prospectus, bios, workshop descriptions, materials lists, hotel information & draft schedule.
	
	

	
	Set-up separate account for conference.
	
	

	
	Research catering/banquet/coffee/water options, including cost.
	
	

	
	Research transportation options to and from the conference; including cost.
	
	

	
	Sign catering/banquet/coffee contract.
	
	

	
	Sign contract for transportation.
	
	

	
	Verify insurance for space/transportation.
	
	

	
	Email a ‘save the date’ notice to SAQA regional members.
	
	

	
	Draft registration packet.

	
	

	
	Approve registration packet.
	
	

	
	Create database of participant contact information (for website & distribution to conference participants).
	
	

	
	Create database of speaker & volunteer contact (cell/email) information for use by Director, Coordinator, and runners.
	
	

	
	Registration Begins

Re g is t rat ion B e g in s
	
	

	
	Review status of activities; discuss any problems. 
	
	

	
	Advise SAQA membership that registration is open.
	
	

	
	Identify sponsors
	
	

	
	Review status of activities; discuss any problems.
	
	

	
	Registration report.
	
	

	
	Compile list of volunteers from registration
	
	

	
	Research options/cost of name tags/binders/other items to be used/distributed.
	
	

	
	Line up supplies/equipment for conference sessions.
	
	

	
	Decide menu(s).


	
	

	
	Identify who will introduce/moderate each conference session.
	
	

	
	Identify runner/time keeper for each conference session.
	
	

	
	Identify who will take photographs at the conference. Identify who will take notes of conference session for SAQA Journal.  
	
	

	
	Registration report.


	
	

	
	Identify registration and publication table volunteers; schedule their time throughout the conference so someone is always at the table on breaks.
	
	

	
	Identify who will ensure that equipment (audio-visual) is working for each workshop and conference session.
	
	

	
	Add to web page, registrant information and place for participants to post ‘I need a ride/hotel partner’; weather link, map links or PDF maps; email registrants regarding web page update.

	
	

	
	Prepare draft conference notebook (agenda, location map, participant list, restaurant map, name tag, evaluation form).
	
	

	
	Provide final registration information to banquet caterer.
	
	

	
	Prepare for signage for outside and inside conference areas (poster board, waterproof poster board, printed SAQA logo with adhesive backing, stakes, tape, staplers, wide waterproof  markers).
	
	

	
	Reconfirm supplies/equipment for conference sessions.
	
	

	
	Identify any SAQA banners or other promotional materials. Obtain SAQA banner or other promotional materials.
	
	

	
	Prepare/distribute written instructions for moderators and runners/time keepers.
	
	

	
	Arrange for any equipment needed (cell phones, audio-visual).
	
	

	
	Determine how to/who will print nametags and conference notebooks. Order name tags, conference notebooks, etc. Print & assemble conference notebooks.
	
	

	
	List of attendees’ names to person responsible for printing badges.
	
	

	
	Reconfirm with banquet caterer & presenters.
	
	

	
	
	
	

	
	At the Conference
	
	

	
	Ensure coordinator has cell phone and that every volunteer knows who the coordinator is and their phone #.
	
	

	
	Prepare evaluation form.
	
	

	
	Final registration report.
	
	

	
	Place signage outside and inside conference areas.
	
	

	
	Ensure each conference room is set-up correctly and equipment/lighting is working.

	
	

	
	Set-up registration and publication tables.


	
	

	
	Greet registration and publication table volunteers.
	
	

	
	Greet speakers and panelists.

	
	

	
	Gather receipts to SAQA for reimbursement.

	
	

	
	Make sure all rental equipment is returned.
	
	

	
	Close books and prepare budget report.
	
	

	
	Submit binder of conference materials, including evaluations and evaluation summary to Executive Director.
	
	

	
	Send thank you letters to speakers & volunteers. 
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


