Northwest Association of College and University Housing Officers

NWACUHO Annual Conference Administration

Web Presidents President Products and Treasurer State/Provincial Newsletter Editor Sponsoring
Administrator Past and Current Elect Services Representatives and Secretary Institution (s)
" Speakers/ Conference :
: : Conference Programs/Awards Exhibits and Budget and pe Local Site
Registration " : Entertainment and Content and -
Management and Recognition Sponsorship Contracts : : L Coordination
Regional Business Publications

On-line Registration

Attendee Registration and
Member Verification

Exhibitor Registration

Reports/Mail lists/Check-in
Rosters

Name Tags/ribbons

Conference Evaluation

Payment Methods

Conference Website

Delegate Communication

Conference Documentation

Site Selection

Lodging — Conference Center

Food and Catering menu and
orders

Theme Selection

Space Coordination/Room Set-
up

Case Study

Host Wear

Conference Schedule and
Business meeting/Town Hall

Special Guests

Conference Documentation

Track Development

Program Solicitation and
Selection

Program Scheduling/Room
Scheduling

Audio/Visual Requirements

Scholarships and Awards

Best of the Northwest

Conference Documentation

Award Plaques

Exhibitor Regulations

Exhibitor Solicitation and
Recruitment

Exhibitor Communication

Sponsorship

Give-aways/Totes/Hostwear

Advertisement Solicitation and
Newsletter Placement

Pipe and Drape Coordination

Hall layout and AV
requirements

Customs Coordination

Conference Documentation

Set and manage Conference

Budget

Conference Reconciliation

Contract Negotiation and
signatory + president

Accounts payable

Record and Track sponsorship

Monthly conference budget
reports

Purchase/ Receipt
Record Management

Conference Documentation

Keynote and Speaker
Coordination

Reception Entertainment

Banquet Entertainment

Gear Exchange

Local Site support/Coordination

Regional Roundtables

Committee Coordination

Theme Development

Future Site Presentation

Conference Documentation

Conference Marketing Material

Conference Binder and content
editing

Program Guide

Conference schedule
at-a-glance

Conference Signage

New Member Handbook
Design, Editing and Printing

Award Printing

Program Certificates and
Printing

Conference information editing

Conference Documentation

Volunteer Coordination

Check-in Station and Material

Information Booth

Travel Arrangements

Night on the Town

Hospitality Suite Set-up and
Coordination

Conference Resource Room/
Email Terminals

Site Presentation for Future
Conference

Pre-conference Activities

Conference Documentation




