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To Do Checklist after topic/Speaker has been selected:
Before Event

Secure speaker – verbal agreement


Confirmation letter


Contract?

Assist with travel arrangements


Book hotel for speaker, if needed

Secure Hotel


Sign Agreement/Contract


Obtain Insurance Certificate (form attached)

Communicate the speaker’s audio visual requirements


Select Menu

Secure a Sponsor – verbal agreement


Confirmation letter


Contract?


Obtain advertising for newsletter


Forward ACA NJ members mailing list (Mary Ellen)
Registration


Establish pricing


Obtain directions to event


Create registration form, copy and distribute



Snail mail



e-mail




website posting

Registration Processing (Section Exec.)

Process payments credit/check

Create name badges 

Confirmation e-mails (e.g. “Your registration has been received…..)

 Marketing

Save the Date postcards/flyer 


E-mail Blasts to members


Newsletter article


Press Releases


E-mail copies of registration forms to Keystone and NY Executives (Mary Ellen)

Decorations (optional)


Door prizes

Evaluation Form


Design, copy, distribute, collect and culminate the feedback

Program Agenda


Design and copy 

Payments


Arrange two weeks in advance for Section Treasurer to cut the checks needed for payments day of the event.

During the Event


Set-up/Clean up 

Greeters - door



Working the registration table
Announcements/Introductions

After the Event


Thank you letters to vendors, volunteers, etc. 
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