AzAHPERD Convention Planning Time Line

October

Convention Manager, Co-Managers or Committee appointed by President

· Contract signed by president and all involved as to duties and remuneration

Convention Manager obtains bids from at least two possible sites for next year’s convention to include the following:

· Date: Try to schedule for the third weekend in September

· Meeting room sizes and rates (meeting rooms to accommodate 4 activity sessions and 2 lectures sessions per time slot)

· Room rates and room block: AzAHPERD pays for dignitaries and possible out of town general session speakers. Block enough rooms for board members, invited guests and out of town registrations, set date for release of block

· Presidential suite-AzAHPERD pays if not complimentary

· Room for luncheon and other meal functions

· Room for storage

· Exhibit hall large enough for at least 25 exhibit booths and registration tables.

· Outdoor activity area

· All meal functions options

· Check all policies concerning meal guarantees

· Pre-registration flyer asks for # attending luncheon

· Evening social

· President’s social

Obtain a contract for everything!
November

Formulate Convention Format:

· Convention Manager submits site information and budget proposal (including income form exhibits, registration, site expenses, keynote speaker expenses, printed program, awards, entertainment

· Brainstorm a theme with the entire board

· Pre-registration deadline determined

· Registration fees finalized-

· Session proposal form give to all board members to recruit presenters

· Sessions- at least four or five per time slot

· Length: 50 to 60 minutes

· Time between sessions-10 to 15 minutes

· Demonstrations-2 to 3 and a dedicated space

· Appointed committee chairs-Exhibits, Registration, Signs, Social, Hospitality, AV, Physical Education equipment, etc.

· Start process of obtaining sponsors for convention, socials, awards banquet, 

· Online survey put out to members on what they want in the next convention (www.surveymonkey.com)

January/February
Invitations to Dignitaries:

· Southwest district President

· Southwest district Scholar

· Confirm with Southwest district on who will pay for hotel, airfare

· Research cultural/tourist events for out of town participants

· Keynote Speaker

March

Finalize all plans for purpose of advertising in Electronic Newsletter and Hardcopy Newsletter

· Registration form is finalized by secretary 

· Committee members are set for all committees by the chair of each committee

· Evaluations from last years convention are reviewed

· Exhibit information sent to all potential exhibitors

· Proposal forms sent out to potential presenters

· Convention gifts samples presented to board for vote with costs, etc.

· Find Jr.ROTC or Scouts for color guard at general session

· Start looking for raffle items

May 15

· All proposal forms due to convention/program manager

· Proceedings due from each presenter

· Follow up with potential vendors

· Registration posted on website

· Registration sent with electronic newsletter

June

· President and Convention manager along with V.P’s select sessions at board retreat

· Final gifts agreed upon and ordering process begins

· Final convention schedule composed at retreat-No changes after June 1

· Arrange site for President’s dinner

· Confirm cultural/tourism activities in area and advertise with convention

· Proceedings Book or CD put together (no printing until after pre-registration closes

· Enlist convention workers

July

· Hardcopy newsletter constructed including convention schedule, highlights, and registration form. Sent to all public schools, private schools, charter schools, Community Colleges, Universities, State Department of Ed, State Superintendent of Instruction, etc.   Delivered to bulk mail by July 31 
· Confirmation to all presenters with instructions for proceedings, registration, hotel reservations, presider information AV request forms.
· Confirm all dignitaries, keynote speaker(s) and out of town invited presenters
· Design CEU form (see if this can be done with Department of ED)
· Design evaluation form
· Check supply of ribbons for presenters, presiders, exhibitors, President, Past-president, PEP grant winners, STARS schools, NBC teachers, etc. Reorder if necessary
August

· Invitations sent to grant winners, scholarship winners, TOYs, etc to attend awards banquet

· Print convention program

· Printing of convention signs for each room, use reverse side for second day

Include Day, Time, Title, Presenter, room name

· Design General Session head table format-seating chart

· Podium and Microphone for general session and awards banquet

· Order flowers for podium, corsages for head table

· Confirm color guard for general session (optional)

· Confirm person to do the invocation for luncheon

· Line up presiders for each session-new members, potential board members, retirees

· Election information finalized-create display with candidate summery form and photo

· Ballots printed

· AV needs finalized and secured- Microphone for raffles!

· Registration and Schedule included in August and September Electronic newsletters

· Taste and Select menus with banquets manager at hotel

· Send out invitations to JRFH/HFH luncheon

· Finalize all details of hotel contract

· Mail out invitations for President’s dinner

September

Design for registration/ packet pick up

· Stuff convention bags
· Organize bags into boxes for pre-registration and on-site
· Print certificates for presenters
· Confirm presiders and make info packets for each presenter
· Name tags
· Signs for each table
· Registration supplies

Post convention

· Thank you notes to all presenters and invited guests

· Thank you to all exhibitors

· Process all P.O.s, credit cards, etc.

· Pay all convention related expenses

· Post convention financial report

· Plan for convention review with evaluations from attendees and board members 

· Schedule next board meeting within 4 weeks of convention

· Update binder on the web

· Pay convention manager, etc. after all duties are completed
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