International Flight Inspection Symposium

- Sample Task List -

Host and Event Planner 

	
Tasks
	
Person(s)

Responsible
	
Date To Be

Completed

	Program Development
6) Establish message/mission

6) Target audience

6) Outcome

6) Delivery

6) Contracts

6) General

6) Logistical

6) Vendors

6) Curriculum
	
	

	Program/Agenda
6) Identify FAA Speakers

7) Identify local speakers

8) Begin receiving abstracts info in database

9) Assemble submitted abstracts and send to review committee 

10) Final selections based on review committee responses

11) Begin scheduling layout

12) Send accept/reject letter

13) Begin agenda layout

14) Print agenda


	
	

	Conference Logistics
1) Develop and monitor budget

2) Advertisements

3) News Releases 

4) Web site development (including online reg. & pay)

5) Brochures

1) Develop Call for Presentations

1) Mail Call for Presentations

1) Develop Information and Registration brochure

1) Mail Information and Registration brochure
  

6) Sponsors/Exhibitors 

a. Compile mailing/contact list

b. Develop material (ads, letters, phone, etc.)

c. Mail confirmation letters, packets, etc.

d. Exhibitor coordination

e. PROMOTE

7) Hold the Date postcards

a. Develop postcard

b. Mail postcard

8)   REGISTRATION (reg. fees, sponsorships, exhibitor fees)

 a.   Approve fee waivers


	
	

	Presenter Logistics
1)   FAA Speaker contact

6) Make travel arrangements, if necessary  
6) Establish AV needs 

6) Obtain letter of commitment   

      2)  Confirmation to FAA speakers  

      3)   Process payment for fees/expenses/travel, as necessary


	
	

	Conference Materials (develop, print, order, stuff bags, etc.)
1) Totebags

2) Nametags

3) Handouts as needed

a)
Agenda

b)
Participant List

c)   Exhibitor List

d)   Door prize List

e)   Visitor Info

f)   Eval Forms


	
	

	Exhibit Area
1) Check registration and fee payments

2) Determine the number of tables needed and location of tables--make arrangements w/conference center & decorator

3) Coordinate exhibitors on site

4) Set up "freebie" table for general information--extra session handouts, if needed


	
	

	Session Facilitators
1)
Appoint session moderators

2)   Mail info to session moderators  

      3)   Conduct 30 minute pre-conference meeting with moderators


	
	

	Site Logistics
1) Negotiate with conference site

2) Catering (pre-order & on-site)

Site Logistics - Continued

 3)
Registration

             a)   Staff for registration process on-site

      - hand out bags/nametags
      - information to assist attendees and exhibitors

      4)    AV, provide and/or coordinate equip, staging, lighting, techs
      5)    Coordinate with decorator

      6)    Coordinate volunteers 

                   - room monitors, traffic flow, help at reg., etc.

      7)    Coordinate exhibitors

      8)    Collect evaluations


	
	

	Conference Wrap-Up 
1) Collect all conference fees

2) Check and approve vendor invoices

3) Process invoices for payment

4) Provide client financial reports (income, expense, etc.)

5) Provide client with final invoice or check

6) Provide client with conference evaluation summary

7) Provide client with conference registrant/exhibitor/sponsor lists

8) Provide photographic and audio visual record of event for distribution via the internet and electronic media


	
	


Page 4 of 4

