NWACUHO Conference Planning Timetable

Registration
Task May Jun Jul Aug Sep
Preview On-line Registration Site
Hotel Reservation Available
Conference Website Live
Marketing Blitz
Order Name Tags
Bi-weekly Registrant Reports
Verify Membership of Registrants
Identify Meal Counts
Print nametags
Print check-in rosters
Conference Assessment
Final Report due to Past President

Conference Management

Task May Jun Jul Aug Sep
Itentify Conference Location - Future year X
Select Sponsoring Institution - Future year X
Submit for Hotel Bid - Future year X
Hotel Site Visit - Future year X X

Present Options - Future year
Select Hotel Site - Future year
Space needs finalized Future year
Sign Contract with Hotel - Future year
Pipe/Drape site visit
Hotel site board meeting planning
Board Site Visit of Hotel
Conference Schedule Draft
Theme Selection
Host Wear selected
Case Study Proposal
Recruit Case Study Judges
Select Case Study Judges
Special Guest Invitations
AV/Catering Order
Program room assignment completed
Finalized Counts to Hotel
Plan Townhall Meeting
Final Conference Schedule Review
Conference Evaluation
Final Report due to Past President
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Programs and Awards
Task
Scholarship and Award Advertisement
Applications Due
Selection of recipients
Presentor Gifts
Program Proposal Solicitation
Submit program for Prez. Panel
Program Track Development
Program Selection
Program Acceptance Notification

Program Schedule and Abstracts to Editor

Final Report due to Past President

Exhibits
Task
Finalize Regulations
Exhbitor Mailings
Sponships Solilitation
Avertisment Solicitation
Select Pipe and Drape Vendor
Pipe and Drape Site visit
Pipe and Drape Layout Finalization
Customs Coordination
Sponsorship Finalization
Final Report due to Past President

Budget and Contracts
Task
Target budget for future conference
Draft conference budget
Final Conference Budget Set
Sign hotel contract
Hotel costs finalized

Financial Reconciliation of Previous Con.

Final Report due to Past President
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Theme/Speakers/Keynotes
Task
Theme Development
Brainstorm Speakers for future year
Decision on Speakers
Reception Entertainment Bainstorm
Finalize Entertainment
Future Site Presentation
Roundtable planning
Final Report due to Past President

Conference Content and Publications
Task
Early Bird Registration notice
Registrant updates

New Member Handbook Content to Editor

Conference Binder Materials Finalized
Final Email Update/Confirmation
Print all Materials
Final Report due to Past President

Local Site Coordination
Task
Sponsoring Institution Identified
Pre-conference activities
Volunteer Solicitation
Local Transportation Arrangments
Sponsoring Institution Report to Board
Check-in Packets Completed

Hospitality Suite and Conf. Office finalized

Night on the Town Planned
Final Report due to Past President

May Jun Jul Aug Sep
X

May Jun Jul Aug Sep

May Jun Jul Aug Sep

Oct

Oct

Oct

Nov

Nov

Nov

Dec

Dec

Dec

Jan

Jan

Jan

Feb

Feb

Feb

Mar

Mar

Mar

Apr

Apr

Apr

May

May

May

Jun Jul Aug Sept Oct
X
X
Jun Jul Aug Sept Oct
Jun Jul Aug Sept Oct
X
X
X



Nov Dec Jan Feb Mar Apr

X
X
X
X
X
X
X
X
X

Nov Dec Jan Feb Mar Apr

X
X
X
X
X
X
X



Nov

Nov

Nov

Dec

Dec

Dec

Jan

x

Jan

Jan

Feb

Feb

Feb

Mar Apr
X
Mar Apr
X
Mar Apr
X



Nov Dec Jan Feb Mar Apr

Nov Dec Jan Feb Mar Apr

Nov Dec Jan Feb Mar Apr

x



