[image: image1.jpg]



Conference Handbook Timing Roadmap
36 Months Prior to the Conference
Action










Status 



1 









What: Review and incorporate APA California conference goals






Who: Conference Committee

Where: For more information please see page 4, section I. A

2
What: Form Site Selection Committee 

Who: Conference Committee
Where: For more information please see page 5, section I. B
3
What: Seek APA California Board approval of city/county, hotel, and date 
Who: Site Selection Committee/ APA Board
Where: For more information please see page 5, section I. B

18 Months Prior to the Conference 

Action










Status 



4
What: Establish Conference Host Committee 

Who: Conference Committee
Where: For more information please see page 5, section I. C

5
What: Select Conference Host Co-Chairs

Who: Conference Committee
Where: For more information please see page 6, section I. C -1

6
What: Obtain APA California Board approval of Conference Host Co-Chairs

Who: Conference Committee/ APA Board
Where: For more information please see page 6, section I. C – 1

7
What:  Select Committee Chairs

Who: Conference Committee Co- Chairs
Where: For more information please see page 6, section I. C – 2

8
What: Contact contractors to work out schedule of work and timetables

Who: Conference Committee in coordination with VP Conferences and Conference Coordinator 
Where: For more information please see page 8, section II. A


9
What: Obtain, review and approval of all other conference contracts reviewed by APA California Attorney
Who: Conference Committee/ APA California Attorney (copies to VP Conferences)
Where: For more information please see page 8, section II. B

10
What: Develop conference budget
Who: VP of Conferences / VP of Administration
Where: For more information please see page 9, section III. A
11
What: Set conference fees. Level of fees is dependent upon site location/costs.
Who: Conference Committee/APA Board

Where: For more information please see page 12, section III. I-3

12
What: Obtain Board Approval of conference budget
Who: APA Board

Where: For more information please see page 9, section III. C


13 (Repeat 12 months prior to conference)
What: Review and meet conference profit requirements
Who: APA Board
Where: For more information please see page 10, section III. E
14
What: Review conference profit distribution

Who: Conference Accounting Management Firm (Stefan/George)
Where: For more information please see page 10, section III. F  

15
What: Send any 1099 tax forms to Stefan/George Associates
Who: Conference Committee

Where: For more information please see page 10, section III. H
16
What: Provide complimentary registrations to identified people

Who: Conference Committee in coordination with Conference Coordinator and VP Conferences    (question for the team: is there a reason why PR Consultant, Design Graphics and Reg. Consultant require full conference registration?) Do these folks attend any or part of the Conference?
Where: For more information please see page 10, section III. I-1

12 Months Prior to the Conference 
Action










Status 



17 * Ongoing 
What: Provide reports to Board at each Board meeting 
Who: Host Section Director

Where: For more information please see page 7, section I. D – 1
18* Ongoing
What: Provide monthly updates and minutes to VP of Conferences who will communicate with Board
Who: Host Section Director

Where: For more information please see page 7, section I. D – 1

19
What: Review Continuing Education Credit/Certification Maintenance requirements (Prior to call for sessions)

Who: Conference Committee and VP Professional Development 

Where: For more information please see page 20, section V. G

20

What: Advertise the conference in CalPlanner, Section newsletters and on the web
Who: Conference Coordinator, VP Conferences and Conference Host Committee?
Where: For more information please see page 23, section VI. A-C
21
What: Contact the design/graphics/publication consultant to coordinate conference publications
Who: VP Conferences and VP of Administration 
Where: For more information please see page 23, section VI. A-C
22
What: Send emails directly to APA California members 

Who: Conference Coordinator and IT Director
Where: For more information please see page 24, section VI. A-C

23
What: Provide complimentary and contracted display space and other requirements
Who: Conference Coordinator, Director of Administration and VP Conferences?
Where: For more information please see page 25, section VII. A

24
What: Contact Director of Administration for updated display space and contract info
Who: Conference Coordinator
Where: For more information please see page 25, section VII. A

9 Months Prior to the Conference 
Action










Status 



25
What: Contact the Director of Administration to obtain required insurance and adhere to section 
 Activity Guidelines in Appendix A

Who: VP of Administration 

Where: For more information please see page 14, section IV. A

26
What: Obtain approval of conference activities by APA attorney 

Who: APA Attorney 

Where: For more information please see page 14, section IV. C

27
What: Appoint a point of contact for disability inquiries and complaints concerning the Conference/Facilities 

Who:  Conference coordinator 

Where: TBD
28
What: Identify a theme


Who: Local Host Committee

Where: For more information please see page 15, section V. A

29
What: Obtain Board approval of conference theme

Who: APA Board

Where: For more information please see page 15, section V. A
30
What: Identify draft conference program 

Who: Local Host Committee

Where: For more information please see page 15, section V. B

31

What: Send and post the Call for Sessions
Who: Conference Program Committee

Where: For more information please see page 20, section V. G-1

8 Months Prior to the Conference
Action










Status 



33
What: Review session guidelines and complete tasks (Steps 1-23)
Who:  Conference Program Committee (2-3 members) in coordination with State 

Where: For more information please see page 15, section V. C

33
What: Plan for special events in the conference program
Who: VP of Conferences in conjunction with Chair of local host committee for opening reception. VP of Conferences will be primary contact in conjunction with Conference Coordinator for Awards Ceremony, CPF event, Student/Leadership

Where: For more information please see page 18, section V. E

34
What: Contact design/graphics/publications consultant ASAP

Who: VP of Professional Development/ Statewide Program Coordinator 

Where: For more information please see page 15, section V. C

35
What: Schedule required meeting rooms, time and location for leadership meetings
Who: Conference Consultant

Where: For more information please see page 19, section V. F

36
What: Register the conference for CM credit – Select a “Point of Contact” 

Who: Point of Contact 

Where: For more information please see page 20, section V. G-2a.

37
What: Contact Continuing Education Coordinator for credit information and list credits in program 

Who:  Conference Program Coordinator 

Where: For more information please see page 22, section V. G-4

38
What: Sort through abstracts and review, rank and rate them

Who: Statewide Program Coordinator

Where: For more information please see page 16, section V. C – 7

39
What: Establish a Conference Program Committee

Who: Statewide Program Coordinator

Where: For more information please see page 16, section V. C – 8

40
What: Contact people whose abstracts were selected and notify those whose abstracts were not accepted
Who: Statewide Program Coordinator

Where: For more information please see page 16, section V. C – 9, 10

41
What: Obtain Board approval of final conference program

Who: APA Board

Where: For more information please see page 15, section V. B
NEED TO IDENTIFY TIMING --?
Action










Status 



42
What: Include ADA notice in registration information and mailers
Who: Conference Coordinator
Where: For more information please see page 25, section VIII. A

43
What: Reserve hotel rooms for APA California Board and 5 extra rooms
Who: Conference Coordinator 

Where: For more information please see page 25, section VIII. B-C

44
What: Provide conference registrants with written confirmation of registration

Who: Conference Coordinator 

Where: For more information please see page 25, section VIII. D

Five Months Prior to the Conference
Action










Status 



45
What: Remind speakers to register for the conference and notify them of speaker fees/discounts
Who: Statewide Program Coordinator

Where: For more information please see page 16, section V. C – 11
Two Months Prior to the Conference 
Action










Status 



46
What: Submit conference booklet no later than 2 months prior to conference to design consultant
Who: Statewide Program Coordinator

Where: For more information please see page 15, section V. C

At the Conference 
Action










Status 



47
What: Thank the Conference Host Committee during major conference event
Who: Chapter President 
Where: For more information please see page 27, section IX. A

48
What: Provide seating at the head of the table for the Executive Board and introduce APA California Board
at major conference event 
Who: VP of Conferences

Where: For more information please see page 27, section IX. B

49
What: Provide Board members with registration packets during Board meeting

Who: Conference Coordinator Consultant 
Where: For more information please see page 27, section IX. C

50
What: Provide ribbons for name badges for leadership and speaker identification 
Who: Conference Coordinator and Registration Consultant
Where: For more information please see page 27, section IX. D

3 Months After the Conference
Action










Status 



51
What: The Conference Committee Shall provide information to include in conference hand book, 

add the prog ram to the official conference binder and make recommendations on changes to 
policies in the Board Conference Requirements 
Who: VP of Conferences

Where: For more information please see page 29, section XI. 

52
What: Work with Standing Conference Committee, President, VP for Administration and APA California 
Board to Keep Conference Handbook Updated


Who: All
Where: For more information please see page 29, section XI. 
Ongoing After the Conference
Action










Status 



53
What:  Standing Conference Committee meetings and conference calls
Who: Responsibility of the VP of Conferences
Where: For more information please see page 28, section X. 

Outstanding Items:
1. Review and amend Appendix C - Scope of work for Lynne Binder, given the VP of Conferences roll
2. Add language from Michelle on Diversity Summit
�Does the Board approve registration of the conference fees as part of the conference budget?





2

