AGENDA ITEM__H-2____

TO:

APA California Chapter Board 
FROM:
Janna Minsk, AICP
DATE:
January 15th/16th 
SUBJECT:
Conference Section duties and comparison 
Over the years the tasks and responsibilities of the Conference Host Section have evolved. With the addition of the VP of Conferences and Lynne Binder these responsibilities have changed. Listed below is a comparison of the Conference Host Section duties before VP of Conferences was created and after.

Conference Host Section Responsibilities prior to creation of VP of Conferences and Lynne: 

· Negotiate hotel/conference contract, room rates, food and beverage, AV

· Registration

· Administration
· Finances/Bookkeeping 

· Insurance
· Exhibitors/Sponsorships/Advertisers
· Special Events (Opening Reception, Awards event, CPF, Consultants Reception, PEN,

· Mobile Workshops

· Programs/Sessions

· Coordinate Conference logo, theme, printed Conference Program, Cal Planner articles/artwork, forms with Dornia 

· Volunteers

· Stuff conference bags

· Comprise lists for ribbons

· Provide updates to Board

· Deal with Press

· Manage activities during conference

Conference Host Committee Responsibilities post VP of Conferences and Lynne:

· Mobile Workshops
· Opening Reception (provide input and assist Lynne if needed)
· Programs

· Volunteers

· Local Sponsorships

· Provide updates to Board

· Develop conference theme, logo
