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CONFERENCE REQUIREMENTS
Last Updated October 2006

The following are requirements that each Conference Committee must include as part of their conference planning.  This document outlines what the CCAPA Board of Directors expects of the Conference and the Conference Committee.  Areas not covered in this handbook are at the discretion of the Conference Committee.  
ACTIONS FOR THE BOARD:

1. Amend the CCAPA Bylaws to:

· Require affiliated groups (Planning Roundtable, CPF, PEN) to appoint a conference liaison who will act as the one point of contact for the conference committee in setting up group events and activities.  If no liaison is appointed, the affiliated group’s President will be the conference liaison.

· Require the Section Director of the Host Section to act as the liaison and point of contact for the CCAPA Board and affiliated groups for all conference questions and coordination of the Board and affiliated group events.

1. Approve the Conference Handbook and allow the Standing Conference Committee to complete the remaining uncompleted portions and send it out to the appropriate conference committees.
2. Set up a process for finalizing contracts with conference consultants.

3. Identify timeline for completion of remaining outstanding items in the Conference Handbook that have yet to be completed.
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OUTSTANDING ITEMS:
1. (
Provide format for conference closure report {D. PAGE 8} (Collette/Hing).

2. (
Revise Conference Rates for APA Life Members to be consistent with National



policy {I.3 PAGE 13} (Collette).

3. (
Update the C. Guidelines for Session Submittals {C. PAGE 16} and other 2006-



specific information and updates after Orange Conference (Conference 



Committee).

4. (
Update Continuing Ed section and draft Member Credit Request Form {G. 1, 2, 3, 4 PAGE 20} (Kim).

5. (
Get Cal State Northridge contact info for display space {A. PAGE 24} (Betty).
6. (
Get Contact name and e-mail address for WebRegPro {Appendix C1 PAGE 38} (Lynne).

7. (
Review, add and finalize responsibilities for each conference consultant in Appendix C BEGINNING ON PAGE 40} (Standing Conference Committee).
8. (
Update Recommended Conference Committee Structure/Roles and Responsibilities {Appendix D, PAGE 49} (Standing Conference Committee).
9. (
Complete Recommended Conference Timeline {Appendix F PAGE 54} (Standing Conference Committee)

10. (
Add Sample Conference Budgets from last several conferences {Appendix H PAGE 57} (Kurt and Previous Conference Committees)

11. ( Update Financial Policies after approval of this document.  {Kurt}
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CONFERENCE COMMITTEE
ACTION ITEMS COLUMN

BOARD ACTION ITEMS
Action Item No. 1

Review and Incorporate CCAPA Conference Goals
I.
GETTING STARTED

The CCAPA Conference is held every year in the fall, in the months of September, October, or November.  The Conference generally commences on Sunday, with a Student Conference and student awards luncheon Sunday afternoon and an opening reception on Sunday evening, and ends on Wednesday mid-day.

The critical first steps include the review of the Conference Goals below, and formation of a site selection committee and steering committee.  The committees can be two separate committees or one, whatever the Host Section prefers to do.

A. A.
REVIEW AND INCORPORATE CCAPA CONFERENCE 
GOALS

It is important to keep in mind the purpose of the Conference at the beginning stages of the Conference, through the planning of the Conference, up to the date of the Conference itself.  Therefore the Board has adopted the overall Goals listed below that shall govern decision making by the Conference Committee.  

The Conference shall:

1. Provide continuing education for members.

2. Provide networking opportunities.

3. Provide dynamic, motivational, current and topical keynote speakers.

4. Provide an atmosphere that is of high quality in all aspects of the Conference, including:

· Conference Venue and Hotel

· Opening Reception, Other Special Events and their Locations

· Meals

· Sessions

· Mobile Workshops

· Keynote Speakers.

5. Achieve the conference profit specified in E. on page 11.  Profits anticipated above the profit specified in E. should be redirected to increase the quality, and/or reduce the price to members, of the Conference and of Items 1-4 above.


Action Item No. 2
Form Site Selection Committee 2 Years Out
Action Item No. 3
CCAPA Board Approval of City/County, Hotel, and Date 2 Years Out
Action Item

No. 4

Establish Conference Steering Committee 2 Years Out
B.  Establish Site Selection Committee

Primary Responsibility:  The primary responsibility of the Site Selection Committee is to scout out potential city and hotel/conference locations within the Host Section with the CCAPA Conference Coordinator.  

The Site Selection Committee must investigate alternative city/county sites and hotels and provide to the CCAPA Board information concerning at least two or three city/county and hotel alternatives along with the Site Selection Committee’s recommendation for the site they prefer.  

Given the CCAPA goal of moving the conference around the State to each of the eight sections, it is also important to identify locations different than the last location the Section hosted the conference.

Time Frame:  The Site Selection Committee should be formed a minimum of two years prior to the estimated conference date.  Given the growing size of the state conferences over the past decade, it may be prudent to form the Site Selection Committee three years prior to the estimated conference date to allow the Committee time to find an adequate number of sites that meet the CCAPA requirements.

Factors to Consider in Site, Hotel and Date Selection:  The Site Selection Committee shall attempt to select hotels that employ union employees and that are not the subject of a strike.  The conference hotel(s) must be ADA accessible.  In selecting the date for the conference, the Conference Committee must avoid conflicts with religious holidays and other conferences, including but not limited to the League of California Cities and County Supervisors Association of California (CSAC) conferences, and the National APA Fall Leadership Meetings.
Board Approval for Site, Hotel, and Date:  The CCAPA Board shall approve the conference site (city/county and hotel) at a Board meeting or by e-mail Board vote.  Selection of the city/county and hotel must be made at least two years prior to the conference.  
The CCAPA Board shall also approve the date selection at the same time as the site selection, and will review the conference profit amount each year at the time of the selection of the venue to ensure that the conference profit amount keeps up with inflation and Chapter financial needs.

C.
Establish Conference Steering Committee
A cohesive, well-organized, and unified Conference Steering Committee will make all the difference as the committee spends approximately two years planning the conference.
Action Item No. 5

Select Conference Co-Chairs
Action Item No. 6
CCAPA Board Approval of Conference Co-Chairs 

Action Item No. 7
Co-Chairs Select Committee Chairs
Action Item No. 8a
Section Director Reports to Board at Each Board Meeting 1 Year Out
Action Item No. 8b

Section Director Provides Monthly Updates and Minutes to CCAPA Board 1 Year Out

The Host Section should utilize the Section’s website and newsletter to announce the formation of the Committee and the wealth of opportunities that exist for members to get involved in the preparation of the conference, including but not limited to positions of Conference Co-Chairs, Committee Chairs, and committee members.
1. Select Conference Co-Chairs

Co-Chair Requirements:  The Conference Committee should appoint at least two co-chairs.  The goal is to have equal representation from both the public and private sectors, and ideally to have one co-chair from each sector.  However, it is more important to have capable co-chairs that have proven leadership skills.

Board Approval for Co-Chairs:  The Host Section shall forward the names of the Co-Chair recommendations to the CCAPA Board for ratification.  The recommendation shall include the individuals’ APA and professional experience.
2.
Recruit and Select Committee Chairs

The next step is for the Co-Chairs to select the Committee Chairs.  It truly takes a community of local professional planners to organize, plan, and host a successful State Conference.  The mandated and recommended roles and responsibilities of the committees identified in this section are outlined below and in Appendix D.
D.  Mandated Section Director/CCAPA Board 

Conference 
Liaison and Other Mandated 

Committees/Chairs
1. Section Director as Board Liaison

Duties:  The Director of the Host Section will serve as liaison between the Conference Committee and the CCAPA Board and affiliated groups unless another Board member from the Host Section is specifically designated to serve as liaison.

Reports to Board:  The Section Director will provide a conference update to the CCAPA Board at each Board meeting beginning one year prior to the conference date.

The Section Director will also provide monthly updates to the CCAPA Board beginning one year out.  The update consists of completing the Conference Preparation Checklist (see Appendix B) by the end of the each month and submitting the checklist to the CCAPA Board by e-mail.
The Section Director shall also forward Conference Steering Committee minutes to the CCAPA Board by e-mail.

Action Item No. 8c

Section Director Provides Conference Closure Report to Board
Action Item No. 9
Appoint Public Relations/

Press Coordinator and Web Site Chair

Conference Closure Report to Board:  The Section Director shall provide the CCAPA Board with a Conference Closure Report at the January/February CCAPA Board meeting following the conference.  The Conference Closure Report shall include:

(COLLETTE/HING TO PROVIDE FORMAT FOR CONFERENCE CLOSURE REPORT)

2. Public Relations/Press Coordinator

Duties: The Conference Press Coordinator shall be in charge of coordinating any press attending the conference.  The Press Coordinator shall work with Hopcraft Communications so that the Conference Committee is aware of press invited and expected to attend the conference.  The Press Coordinator will also greet press attending the conference, provide them with session information, and guide them to the sessions or events they wish or were asked to attend.  

3. Web Site Chair

Duties:  The Web Chair, in coordination with the Conference Coordinator Consultant, shall have the overall responsibility to ensure that the Conference website is updated and populated and shall be authorized to update the Conference website.  The training manual for such updates is attached.  However, any changes to the CCAPA Website or articles/announcements that will be featured on the CCAPA website homepage or other areas where administrative changes can only be completed by the conference web consultant must be approved by the CCAPA Information Technology Director. The CCAPA Information Technology Director will then work with the conference web consultant to complete the tasks.  
E.  Recommended Committee Members/Chairs:  
1. Administration/Finance Committee
2. Facilities/Transportation Committee
3. Keynote Speakers Committee

4. Mobile Workshops Committee

5. Programs Committee

6. Registration Committee

7. Special Events Committee

8. Sponsorships/Exhibitors Committee

9. Student Programs/Session/Awards Lunch Committee

10. Volunteers Committee

Action Item No. 10
Mandatory Use of Consultants 
Action Item
11:  Contact Contractors to Work out Schedule of Work and Timelines

Action Item No. 12
Have all Other Conference Contracts Reviewed by CCAPA Attorney
II.
CONSULTANTS AND CONTRACTS
A.
MANDATORY USE OF CONFERENCE Consultants

As the size of the conferences has grown over the last decade, the CCAPA Board has determined the need to have consistency year to year and consistency between providers.  As a result, the CCAPA Board now requires every conference committee to use the same Board-contracted providers, identified below:

1.
Conference Coordinator Consultant

2.
Conference Registration and On-Site Registration Consultant

3.
Accounting Management Consultant

4.
Design/Graphics/Publication Consultant

5.
PR Consultant

6.
Web Consultant

7.
Insurance Provider:  (The Conference Committee is 
required to 
coordinate for insurance through the CCAPA Board Director of 
Administration to ensure that the conference has the appropriate 
insurance coverage.  The Director of Administration will then contact 
the insurance 
provider.)

The CCAPA Board reserves the right to change consultants at any time.  All contracts with the consultants will be approved by the CCAPA Board and signed by the CCAPA President and the CCAPA attorney as to form. 

The names and contact information for each contracted consultant, their roles and responsibilities, and their relationships with both the conference committee and the CCAPA Board are articulated in Appendix C.

The Conference Committee or appropriate Chairs shall contact the providers as soon as the Conference Committee members or Chairs are appointed to work out a work schedule and timeline and to review responsibilities.

b. CONFERENCE Contract Review by CCAPA Attorney

All contracts for the conference other than those listed above, that are arranged by the Conference Committee, including those with facilities, transportation providers, and paid speakers shall be reviewed by the CCAPA attorney Marco Martinez with Best, Best & Krieger LLP (949-263-2600, marco.martinez@bbklaw.com) to ensure that indemnification and insurance clauses adequately protect CCAPA and the conference.

Action Item No. 13

Develop Conference Budget
Action Item No. 14
Board Approval of Conference Budget

III.
III.  
ESTABLISHING THE CONFERENCE 


BUDGET

A.
Conference Committee Develops Budget

The Conference Committee shall develop a preliminary conference budget.  As noted below, all conference expenses shall be accounted for in the budget.  The budget shall detail anticipated revenues from registration, exhibitors, sponsorships, the Chapter loan, and any other revenue sources.  In addition, all anticipated expenses shall be detailed, including administration costs, special event costs, transportation, meals, vendors, publicity, reproduction, website, registration, repayment of the Chapter loan and any other expenses.  A sample budget is provided in Appendix H.

B.
Conference Expenses (also Financial Policy)

All conference expenses will be included as part of the conference budget, and will not be included as line items in the CCAPA budget, including Board contracted services.  Exceptions include those expenses directly related to the CCAPA Board meeting held during the conference.  The conference committee shall contact Stefan/George Associates to determine the Board contracted line item expenses.  

C.
Board Approval of Conference Budget

The CCAPA Board shall review the preliminary conference budget for comment, and shall approve the final budget and profit estimate pursuant to E.  The budget approval shall be completed at a Board meeting or by e-mail Board vote.  The approved conference budget will then be used by the Accounting Management Consultant to set up the conference financial reports and accounts.
d.
conference bank accounts and initial 
conference committee loan (also financial 
policy)

Stefan/George Associates will maintain for the Chapter two conference checking accounts at all times that will be used as the conference accounts for the current conference, and the conference for the following year.  Each account shall maintain a minimum balance of $15,000 that can be used by the conference committees to cover initial conference expenses.  


Action Item
No. 15

Review and Meet Conference Profit Requirements 
Action Item No. 16

Review Conference Profit Distribution

Action Item No. 17
Send Any 1099 Tax Forms to Stefan/

George Associates

Action Item No. 18
Provide Complimentary Registrations 
E.
Conference Profits (also Financial Policy)

The annual conference is a major revenue source for CCAPA and the eight sections.  A profit of at least $100,000 should be achieved.  The Board will review the conference profit amount each year at the time of the selection of the venue to ensure that the amount keeps up with inflation and Chapter financial needs.

Any amount of the $15,000 used by the conference committees shall be considered a conference expense and shall be paid back to the Chapter from conference profits.  

F. CONFERENCE PROFIT DISTRIBUTION (ALSO FINANCIAL
POLICY)

Before any profits are distributed to the Chapter, the Accounting Management Consultant will pay all conference expenses from gross conference revenues, including the $15,000 loan to the Host Section, costs of accommodations and other bills associated with the conference, and the cost of all Board contracted professional consultants.  Following payment of conference expenses, the Accounting Management Consultant will disburse the net conference profits using the following formula:
	Recipient
	Percentage

	CCAPA
	 40%

	HOST SECTION
	 40%

	ALL OTHER SECTIONS
	 20%

	TOTAL
	 100%


G.
Conference Losses

In the event a conference loses money, the Board, at the next Board meeting or by phone/fax vote, will determine how debts are to be paid.  

H.
1099 Tax Forms From Vendors

Any 1099 tax forms sent to the Conference Committee by vendors shall be sent to the Accounting Management Consultant.
I.
Additional Budget Considerations

1. Complimentary Registrations

CCAPA Award Winners

All CCAPA award winners will be provided with one free admission to the awards ceremony and one meal.  Additional meals or one-day registration to sessions should be available for purchase separately.


CPF Student Award Winners

The four top winners of the CPF scholarship awards receive a free full student registration for the conference.  The remaining CPF scholarship award winners will be provided one free admission to the student awards ceremony on the Sunday before the conference and meal at the student awards ceremony.  The Conference Committee shall contact the CPF Board Conference Liaison for information about the CPF award winners. 

Speakers

Except for professionals engaged as keynote speakers, conference speakers are not paid.  Speakers shall be provided with a “sessions only” one-day registration without charge, but must pay for all meals.  

Press

Press attending the conference will be provided with complimentary conference registration, but will be required to pay for their hotel expenses and any meals.  The number of press that will be provided complimentary registration must be approved in advance with the Vice President for Public Information, and the Conference Co-Chairs.  The Conference Press Coordinator shall work with the PR Consultant so that the Conference Committee is aware of press invited and expected to attend the conference, and to ensure the press are greeted, provided session information, and guided to the sessions or events they wish or were asked to attend.  

CCAPA President 

Full conference registration shall be provided for the CCAPA President.

CCAPA Staff/Consultants

Full conference registration shall be provided for the following CCAPA staff/consultants:

· CCAPA Executive Director

· CCAPA Administrative Director

· CCAPA Conference Coordinator Consultant

· CCAPA PR Consultant

· CCAPA Design/Graphics Consultant

· CCAPA Registration Consultant

· CCAPA Attorney Invited Guests of CCAPA President 

Invited Guests of CCAPA President

The CCAPA President may invite four guests from other chapters or from National APA.  These guests will receive free registrations for the basic conference.  If they attend any optional events or mobile workshops, the guests will be responsible for paying for these themselves.  

Action Item No. 19
Provide Compli-mentary Hotel Rooms
Action Item No. 20
Provide Required Registration Rates and Non-Member Registration Option

 Region VI Board Representative and AICP Commissioner

Full conference registration shall be provided for the National APA Region VI Board representative and AICP Commissioner.

2. Complimentary Hotel Rooms

Complimentary hotel rooms in the main conference hotel shall be provided by the Conference Committee for the length of the conference to the following:

a. One presidential or hospitality suite for the CCAPA President 

b. One room for the Executive and Administrative Directors

c. One room for CCAPA Conference Coordinator Consultant

d. One room for CCAPA PR Consultant, but only upon the request of the Vice President, Public Information for the days the VP designates.

e. One room (up to four) each for invited guests of CCAPA President (could include National APA Executive Director, National APA President, or others determined by CCAPA President)

f. One room for Region VI Board representative

g. One room for Region VI AICP Commissioner

3. Registration Fees

Minimum Registration Rates

Conference registration rates shall be set to ensure all conference costs and profit requirements are met. 

Reduced Conference Rates for Students

Reduced rates will be provided to students at all CCAPA-sponsored conferences.  The Conference Committee shall decide the amount of the reduction, but the reduced fee at a minimum shall cover food and beverage costs.

Reduced Conference Rates for APA Life Members

Reduced rates will be provided to Life APA members (APA members are eligible for Life Membership after 25 years or more of continuous membership).  The Conference Committee shall decide the amount of the reduction, but the reduced fee at a minimum shall cover food and beverage costs.  [This fee needs to be consistent with National APA policy]
COLLETTE TO PROVIDE THIS INFORMATION – AWAITING INFO FROM DEENE ALONGI

Non-Member Membership Registration Option

Registration materials shall provide an option for non-members to sign up as members when they register for the conference. 
Action Item No. 21
Contact the Director of Administration to Obtain Required Insurance and Adhere to Section Activity Guidelines in Appendix A
IV.
INSURANCE AND RISK 








MANAGEMENT

A.
Catastrophic Insurance

The Host Section must obtain catastrophic/conference interruption insurance for the conference to ensure the conference profits are not jeopardized by a disaster such as earthquake or flood.  The Conference Committee shall contact the Director of Administration to obtain the insurance from the CCAPA insurance provider.

B.
Use of Chapter Liability Insurance

Chapter liability insurance covers the conference; however, off-site activities and use of outside vendors or companies are not covered by this insurance.  For information about the Chapter liability insurance, or for proof of insurance required by the conference venue, contact the Director of Administration. The conference must require that transportation companies for mobile workshops or other conference related events carry their own insurance.

C.
Conference Activities to be Approved by CCAPA Attorney

To ensure that CCAPA and the Conference Committee are not taking inappropriate risks, activities other than those already specified on the CCAPA liability insurance policy must be reviewed and agreed to by the CCAPA insurance provider and the CCAPA attorney.  These activities shall be outlined by the Conference Committee to the CCAPA Director of Administration as early as possible in the planning process so that the Director can contact the insurance provider for approval.  All additional insurance contracted for by the Conference Committee shall be obtained through the Director of Administration and the CCAPA Insurance Provider and  referred to the CCAPA attorney for review.

D. Association and Section Activity Guidelines

The Conference Committee shall also adhere to the legal guidance concerning insurance and activities in the insurance policy listed coverage and the attached Association and Section Activity Guidelines (see Appendix A).
Action Item No. 22
Board Approves Conference Theme
Action Item No. 23
Board Approves Final Draft 

Program
Action Item No. 24a

Conference Program Committee  Reviews Session Guidelines

Action Item No. 24b

Contact Design/

Graphics/

Publications Consultant ASAP

Action Item No. 24c

Ensure E-mail Blasts Use Most Up-To-Date National Member E-mail List
V.

PLANNING THE PROGRAM
a.
Identifying a Theme

The CCAPA Board shall approve the Conference theme, and reserves the right to require the theme to highlight an issue of importance to the Chapter.  The theme approval shall be completed at a Board meeting or by e-mail Board vote.

b.
Conference Program

The CCAPA Board shall approve the final draft program, and reserves the right to reschedule sessions to avoid double booking key Board members, or eliminate duplicative sessions.  The program approval shall be completed at a Board meeting or by e-mail Board vote.

c.
Guidelines for Session Submittals (UPDATE AFTER 2006 CONFERENCE – KURT)
The Conference Committee must contact the Design/ Graphics/Publications Consultant as soon as they are appointed to develop the conference publication schedule.  In addition, the following Guidelines for sessions shall be reviewed by the Program Committee:

1. The Call for Presentations should occur approximately 9 months prior to the date of the conference.

2. All submittals should be done electronically through a link on the state website.

3. All abstracts should be limited to a specific word/character count, approximately 100-150 words or 1000- 1250 characters.

4. All session abstracts should be limited to a maximum of 4 presenters per session.  Too many speakers in one session will be distracting and make it difficult to complete the session.

5. Reminder e-mails should go out for the Call for Presentations at least three times:  when the first official Call for Presentations is announced, 1 month before the Call for Presentations deadline, and 1 week before that deadline.  The e-mail list used should be the most up-to-date member e-mail list from National.
6. If the Program Committee does not receive an adequate number of presentations, the Committee should send out an e-mail that extends the deadline for two weeks.

7. The Program Committee should allow a minimum of two months to sort through the abstracts, and review, rate and rank them.  

Action Item No. 24d
Submit Conference Booklet No Later than 2 months Prior to Conference to Design Consultant

8. Then the Program Committee should contact those people whose abstracts were selected, identifying who the chosen session moderator should contact for questions and equipment needs, and 


providing deadlines and information that the Program Committee 
will need to finalize the program.

9. The Program Committee should also notify those whose abstracts were not selected, thanking them for their submittal.

10. Remember to remind all speakers that they must register for the conference.  Work with the Conference coordinator on a speaker’s registration code if the speaker is only coming for one day.  A separate speaker’s registration page might be helpful.  The Conference Registration Consultant can make a speakers’ only page for speaker registration.

11. Final Abstracts with times and rooms, in the order they are going into the conference booklet, must be submitted to the Design/Graphics/Publication Consultant no later than 2 months prior to the conference.

12. The committee can decide how to handle the speaker bios.  The bios can be placed at the end of each session in the conference schedule in the conference booklet, at the end of the conference booklet in alphabetical order, or not included in the booklet, but placed on the website.  Speaker Bios take up approximately 40-50 pages of the booklet.

13. Session Tracks should be reflective of the theme of the conference.

14. Keep the session tracks simple.  Remember, the sessions should also reflect all types of planning.  We have urban, suburban, and rural areas in the state.  The Program Committee should also use the programs to showcase the local region.

15. One track should be set aside for Planning Basics/Professional Development, including a CEQA/Environment training session.

16. Sessions should be 1 hour 15 minutes to 1 hour 30 minutes each.

17. The Program Committee might want to reserve the first session block as a “Super Session” area: areas deemed of critical importance or super topics that are hot at the moment.  These sessions should be a minimum of 1 hr 30 minutes.

18. The Program Committee may wish to offer pre-conference sessions for those who arrive early.  For instance, the Committee could offer CPF an early conference session from 1-5 on Sunday and provide CPF with all of the proceeds from the session.  

Action Item

No. 25
Provide Mandatory Board Program Sessions
Action Item No. 26

Section Director Shall Act as Conference Liaison 

19. Remember to include the Student mini-Conference and Student Awards Lunch on the Sunday before the conference starts.
20. Contact the CCAPA Continuing Education Coordinator to obtain Continuing Education Credit for Sessions and Programs, provide members with continuing education credit request forms in their conference packets, and list hours of Continuing Education Credit in the Conference Program.
21. Remember, be creative and think outside of the box.  Sessions can and should be inspirational.  The programs are the Conference!

d.
Mandatory CCAPA BOARD PROGRAM SESSIONS AND 
LIAISONS WITH AFFILIATED GROUPS
The Conference Committee must include the following sessions in the conference program.  The Conference Committee must contact the identified moderator to finalize the title, date and time of the session when all other session moderators are contacted.  The Conference Committee will be responsible for finding meeting rooms, but not for program announcements for any of the sessions listed below that are requested after the date that all other moderators are required to finalize their session program.  Additional sessions submitted by the following designated organizations that are beyond the number of sessions listed below will be at the discretion of the Conference Committee.

· President’s Meet CCAPA Leadership Reception (Contact:  President) – One session.

· Special Chapter Session:  (Contact: President or any Vice President)  


The board reserves the right to add one special session if it 
determines such as session is needed.

· Legislative Update and Hot Legislative Topic (Moderator:  Vice President, Policy and Legislation and CCAPA Lobbyist) – One Legislative Update session and one Hot Legislative Topic session.

· Planning Commissioner Session (Moderator:  Planning Commissioner Representative) – One session.

· AICP Training (Moderator:  Vice President, Professional Development) - O–e session.

· CPF Sessions (Moderator:  CPF President) - T–o sessions.

· California Planning Roundtable Programs (Moderator:  CPR President) – Two sessions.

· Planners Emeritus Network Program (Moderator:  PEN President) – One session.
The Section Director of the Host Section to act as the liaison and point of contact for the Board and affiliated groups for all conference questions and  coordination of  affiliated group  events.  Each affiliated 
Action Item No. 27
Provide Mandatory CCAPA Special Events and Contact Appropriate Board Members, Consultants and Affiliate Liaisons
group (Planning Roundtable, CPF, PEN) is required to appoint a conference liaison who will act as the one point of contact for the conference committee in setting up group events and activities.  If no liaison is appointed, the President of the affiliated group will be the conference liaison.  

E.
MANDATORY SPECIAL EVENTS
The Conference Committee must also plan for and include in the Conference Program the following special events:
1.
Awards Ceremony

A suitable event must be planned for presentation of the annual awards during the conference.  The time, location, menu, theme and decorations are the responsibility of the Conference Committee and are at the Conference Committee’s discretion.  The program and the awards are the responsibility of the VP of Administration and are under his/her direction.  The configuration of the stage/head table, etc. shall be done in coordination with the Vice President, Administration.  There shall be provision for a PowerPoint presentation to be shown during the presentation (which will be coordinated by the Vice President).  

Cal Planner publishes an insert for the awards that is generally distributed as a “program” at the ceremony.  Responsibility for dissemination of the awards insert is the responsibility of the Vice President, Administration.  Contact the Design/Graphics/Publication Consultant to develop program printing schedule.

2.
CPF Fundraiser and Auction

Time must be made in the program for the CPF fundraiser and auction.  The Conference Committee shall contact the CPF Board Conference Liaison as soon as possible to coordinate these activities.  The nature of the fundraiser is determined by CPF, which is responsible for all arrangements including the cost of any refreshments or entertainment provided, except for time in the program and designation of a prominent location at the conference which shall be provided by the Conference Committee with approval of the CPF Board Conference Liaison.

3.
Student Conference and Student Awards Ceremony

The Conference Committee shall work with the CCAPA Student Representative and CPF Conference Liaison to develop and schedule a Student Conference and sessions and student awards lunch that shall be held the Sunday afternoon before the opening reception.
Action Item No. 28

Provide Required Meeting Rooms for Leadership Meetings

Action Item No. 29a
Contact Continuing Education Coordinator for Credit Information and List Credits in Program

F.
Required Meeting Rooms for Leadership Meetings

A meeting room must be scheduled during the conference for the following leadership meetings.  The Conference Consultant shall schedule the time and location of the meetings in coordination with the individual noted below who is responsible for organizing the meeting.  The time and place of the meetings must be listed in the conference program.  The Conference Consultant must contact the identified Board member to finalize the title, date and time of the session when all other session moderators are contacted.  The Conference Committee will not be responsible for finding meeting rooms or program announcements for any of the sessions listed below that are requested after the date that all other moderators are required to finalize their session program.

· CCAPA Board of Directors (Contact:  CCAPA Administrative Director) – This meeting must be scheduled the day of the opening reception.  Note:  The Board liaison must contact the Administrative Director at least one week prior to the conference to coordinate the food and refreshments for the CCAPA Board meeting.
· California Planning Foundation Board of Directors (Contact:  CPF President) 

· California Planning Roundtable (Contact:  Roundtable President)

· Planners Emeritus Network (Contact:  PEN President)

· Legislative Review Committee (Contact, Vice President, Policy & Legislation)

· Chapter Student Representative with Section Student Representatives and Student Conference Attendees (Contact:  Chapter Student Representative)

· Standing Conference Committee (Contact:  President Elect/Immediate Past President)
G.
Continuing Education Credit

[NEED INPUT FROM VP, PROFESSIONAL DEVELOPMENT, AND CONTINUING EDUCATION COORDINATOR]
1.
Contact CCAPA Continuing Education Coordinator for Credit 
Information
The Conference Committee must contact the CCAPA Continuing Education Coordinator to obtain Continuing Education Credit from AICP, MCLE credit, and CCAPA Continuing Education credit, for sessions at the conference. 

2.
Credit Listed in Program

The approved hours of credit shall be indicated for each session or event in the conference program.  

Action Item No. 29b
Include Credit Request Form in Conference Packet

3.
Use of Credit Request Form

All conference registrants requesting continuing education credit shall use the credit request form (included in the attachments at the end of this document).  The credit request forms shall be inserted into each registrant’s conference packet.  (The Continuing Education Coordinator will draft the credit request form in 2006.)
4.
Credit Request Forms to be sent to Director of Administration
Conference registrants, as indicated on the form, will be asked to send in their credit request form to the Director of Administration, who will then send the forms on to National APA.


Action Item No. 30a Advertise the Conference in Cal Planner, Section Newsletters and on the Web 

Action Item No. 30b

Contact the Design/

Graphics/

Publication Consultant by January of the Year of the Conference to Coordinate Conference Publications
VI.
ADVERTISING THE CONFERENCE

A.
Cal Planner
The following conference announcements are required of the Conference Committee to advertise the conference:

1.
One article announcing the conference, or “Save the Date” notice, in 
the January/February issue of Cal Planner the year of the conference.  
NOTE:  The article shall also be posted on the CCAPA website.


The Cal Planner conference ads will be printed in Cal Planner at no 
cost to the conference committee but the Conference Committee must 
prepare the text and graphics.  

2.
Two registration/conference information packets (four-page insert brochure) in Cal Planner (one for early registration and one right before the conference).  NOTE:  The two registration/conference information packets shall also be posted on the CCAPA website.


Pre-registration materials will be inserted into two issues of Cal 
Planner but they must be printed by the Conference Committee and 
delivered to the newsletter publisher for insertion (the cost of these 
materials is the responsibility of the Conference).  The Conference 
Committee must contact the Design/Graphics/Publication Consultant 
to coordinate the timing and number of 
pages of the ads and the 
conference brochure no later than January 
of the year of the 
conference.

B.
Section NewsletterS

The Conference Committee is required to provide Section Newsletter Editors with conference articles and materials that are to be included in the Section newsletters and on the Section websites.

C.
CCAPA Website – CONFERENCE POSTING PROCESS
The CCAPA Conference Coordinator Consultant shall work with the Conference Committee and the Conference Committee Web Chair to develop and post on the CCAPA website the conference announcement, registration materials, conference registration application, Conference Committee Program Chair Roster, call for papers, copies of papers/speeches, articles, and other conference items as determined by the Conference Committee Web Chair.  The Conference Coordinator Consultant will be provided with the web administrative access code and shall be the designated point person for the Conference Committee responsible for working with the Chapter Information Technology Director and posting any materials on the CCAPA website.  




Action Item No. 30c 
Create a Conference Website
Action Item No. 30d
Send at Least 2 Direct 

E-mails to CCAPA Members
The following conference announcements must be posted on the CCAPA website.  These are the same announcements prepared for Cal Planner (see VI.A).

1.
One article announcing the conference, or “Save the Date” notice, in  January/February of the year of the conference.

2.
Two registration/conference information packets (four-page insert brochure) (one for early registration and one right before the conference).

D.
CONFERENCE WEBSITE

It is recommended that each conference develop its own web presence.  This can be achieved by either creating a separate website that has a link on the CCAPA website or creating a separate conference section on the CCAPA website.  The CCAPA Web Consultant will assist the Conference Committee in setting up the Conference Website.
e.
SEND E-mails Directly to CCAPA Members

At least two e-mails to members (one early and one final announcement and registration instructions) shall be sent directly to CCAPA’s members by direct e-mail using the most up to date National e-mail list.  

The CCAPA e-mail distribution policy requires e-mails to members to provide the recipient with the opportunity to opt out of future e-mails with an automatic subscribe or unsubscribe option in the e-mail.  E-mails must include the sender’s contact information and postal address.  

The Standing Conference Committee will work with National APA to correct outdated e-mail addresses.
Action Item No. 40a
Provide Compli-mentary and Contracted Display Space and Other Requirements
Action Item No. 40b 
Contact Director of Administration for Updated Display Space and Contract Info
VII.
EXHIBIT BOOTHS/DISPLAY SPACE

A.
Complimentary AND CONTRACTED Display Space

The following receive free display space in the exhibit hall or exhibit space.  Except for the CCAPA booth and table, which should be visible at or near the entrance to the exhibit hall or exhibit space, the space provided does not need to be premium space, but should be included in the regular exhibit location.  As these agreements are updated frequently, the Conference Coordinator Consultant shall contact the Director of Administration to determine if any other reciprocal agreements have been added or deleted from this list, or updated. 

COMPLIMENTARY DISPLAY SPACE
· CCAPA - (booth and table) - contact Director of Administration
· Following Year’s CCAPA Conference - (table) - contact Conference Committee chair

· Best, Best & Kreiger - (table) - contact Marco Martinez at 949-263-2600

· AEP - (table) - contact Director of Administration
· CCAPA Historian – (table) – contact Betty Croly at 510-841-0249
· Cal State Northridge – (table) – contact ?????
CONTRACTED DISPLAY SPACE AND OTHER CONFERENCE REQUIREMENTS

· SOLANO PRESS:
· 2 tables or a booth

· 2 full complimentary registrations (includes meals)

· CCAPA members will receive a $25 off coupon for each registrant for purchases made at the conference and a 15% discount on purchases made during the year
· CAL TRANS: 
· 2 tables or 2 booths
· 2-3 conference sessions

· 2 full complimentary registrations (includes meals)

· 1 full page ad in the conference program

· Recognition during conference

· List Cal Trans as premier sponsor in conference program

· Include Cal Trans in list of sponsors in Sponsors’ Powerpoint presentation shown during conference 
Action Item No. 41
Include ADA Notice in Registration Information and Mailers
Action Item No. 42
Reserve Hotel Rooms for CCAPA Board and 5 Extra Rooms
Action Item No. 43 Provide Conference Registrants with Written Confirmation of Registration
· NEED TO GE 
VIII.

MISCELLANEOUS ITEMS

A.

ADA COMPLIANCE AND NOTICE IN REGISTRATION 



MATERIALS
For ADA compliance, the Conference Committee shall include notice in registration mailers indicating that reasonable accommodations will be made if a registrant provides early indication of need.

B.

RESERVE HOTEL ROOMS FOR CCAPA BOARD

A block of rooms shall be set aside for Board members and staff at the main conference hotel.  A deadline for confirming these reservations will be established by the Conference Committee and the Board and staff informed of the deadline and steps necessary to ensure that they have rooms in the main conference hotel.  The Conference Coordinator shall request that the hotel provide upgrades (view, suites, larger rooms) for Board members’ rooms.
C.

EXTRA HOTEL ROOMS

The Conference Committee shall reserve an additional five rooms for unanticipated guests, press or last-minute Conference Committee use.

D.

REGISTRATION CONFIRMATION

Conference registrants must be sent a written confirmation within a reasonable time of receipt of their registration.  The confirmation can be sent via e-mail or regular mail.
Action Item No. 44
Thank the Conference Committee during Major Conference Event
Action Item No. 45
Introduce CCAPA Board at Major Conference Event and Provide Seating at Head Table at Event
Action Item No. 46
Provide Board Members with Registration Packets during Board Meeting
Action Item No. 47
Provide Ribbons for Name Badges for Leadership and Speakers


IX.
AT THE CONFERENCE

A.

THANK THE CONFERENCE COMMITTEE

The Conference Committee shall be officially introduced and thanked during at least one major conference event.

B.

HEAD TABLE FOR CCAPA BOARD

At least once during the conference there must be an opportunity for the CCAPA Board to be introduced to the membership.  This is generally done by seating the CCAPA Board at a head table during a plenary lunch or session.  

The Board members shall be notified by the Conference Committee at the Board meeting when they will be expected to be at the head table (or other event where they will be introduced or play a part).  The Board Liaison will coordinate which Board members will be in attendance so that the head table can be set to seat only those who will be present.

C.
CCAPA BOARD REGISTRATION PACKET DISTRIBUTION

The Conference Coordinator Consultant shall provide the CCAPA Board members’ and staff with their registration packets sometime during the CCAPA Board meeting.

D.

RIBBONS FOR NAME BADGES FOR LEADERSHIP AND 


SPEAKER IDENTIFICATION
Different colored ribbons or other identification shall be provided at registration, to be attached to the badges of the following groups:

· Conference Committee members

· CCAPA Board members

· California Planning Foundation Board members

· Planners’ Emeritus Network Board members

· California Planning Roundtable Board members

· Speakers

· Students

· Planning Commissioners

· Award winners

· Staff (when staff are also speakers, they should be provided with both ribbons)

· National Board members

Action Item No. 48 Conference Chair Participates in Standing Conference Committee Meeting at Conference
X.
STANDING CONFERENCE COMMITTEE

The Standing Conference Committee is chaired by the President and is composed of the following members:  Chair of the previous year’s conference; Chair of the current year’s conference; Chair of the following year’s conference; President Elect/Immediate Past President; Vice President for Administration; Executive Director, and Director of Administration.  

The Committee shall meet during the conference each year to facilitate coordination between various years’ conference committees, to discuss issues related to the annual conference and to review Board Conference Requirements and make any recommendations it deems necessary concerning the Requirements or other conference policies to the Board.

The Committee shall meet by conference call during the year as necessary to keep the Conference Handbook updated and the Conference on track.

Action Item No. 49
The Conference Committee Shall Provide Information to Include in Conference Handbook within Three Months Following the Conference 

Action Item No. 50

Work with Standing Conference Committee, President and VP for Administration and CCAPA Board to Keep Conference Handbook Updated


XI.
UPDATING AND DISTRIBUTING THE CONFERENCE HANDBOOK

CONFERENCE COMMITTEE:

Within three months following the conference, the Conference Committee shall:
a. PROGRAM.  Add the conference program to the official Conference Handbook.
b. CONFERENCE SUMMARY.  Provide a summary of the Conference, including the budget, how many rooms were used at the conference hotel, conference attendance broken down by registration categories, and the attendance at specific conference events and mobile workshops.
c. RECOMMENDATIONS TO THE BOARD AND STANDING CONFERENCE COMMITTEE.  Make recommendations to the Board and Standing Conference Committee concerning changes or clarifications to the policies contained in the CCAPA Board Conference Requirements.  The CCAPA Board shall approve any changes made to the CCAPA Board Conference Requirements.

STANDING CONFERENCE COMMITTEE:
The Standing Conference Committee shall be responsible for collecting input and updating the Handbook except for the CCAPA Board Conference Requirements (which shall remain the responsibility of the Board) and distributing the updated Conference Handbook to the upcoming Conference Committee. 
PRESIDENT AND VP ADMINISTRATION:
The CCAPA President and Vice President for Administration shall be authorized to make interpretations and minor amendments to the manual without Board approval.

CCAPA BOARD:

Any major changes to the CCAPA Conference Handbook Board Conference Requirements shall be approved by the CCAPA Board.

APPENDICES
APPENDIX A
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ASSOCIATION AND SECTION ACTIVITY GUIDELINES
Because of the need to protect ourselves against the threat of preventable lawsuits and because of regulations from our insurance carrier, we are to follow these guidelines in the planning and conduct of Association and Section activities:
1.
Activities other than normal meetings of members are to receive prior approval from the Board, or the Board’s designee.  This is to include Association and Section sponsorship or endorsement of activities which present excessive risk of harm for members and guests.  A white water rafting excursion is an example.

2.
Endorsement or distribution of products and services are also to receive prior approval.  This includes acceptance of products and services as donations for use in fund raising.

3.
The Association and Sections are not to sell or distribute alcoholic beverages.  If alcohol is to be part of a meeting or other activity it should be served by a caterer providing evidence of adequate insurance, or by the service staff of the facility in which the meeting/activity is to be held.

4.
Any transportation arranged in conjunction with an activity is to be provided only by a transportation company holding a valid PUC certificate of operation and in force vehicle liability insurance, both of which are to be evidenced by a current Certificate of Insurance.

Conduct of regular activities which fall within these guidelines do not require prior approval.  If there is any question as to the acceptability of an activity, contact the Association office.  A minimum of three (3) weeks advanced notice is to be given to allow the CCAPA Director of Administration to contact our insurance carrier to determine the acceptability of any activity and/or whether any additional premium will be charged.

APPENDIX B
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CONFERENCE PREPARATION ACTION ITEM CHECKLIST
The attached checklist must be completed by the Conference Co-Chairs and submitted monthly to the Director of Administration for distribution to the CCAPA Board of Directors.

	Xxxx Conference

	CCAPA Conference Handbook – Conference Preparation Checklist

	Red = Conference Committee Responsibility

Blue = CCAPA Board Responsibility

	Date Prepared:  

	Action Item No.
	Action
	Completed
	Date

	
	I. GETTING STARTED
	
	
	

	1
	Review and Incorporate CCAPA Conference Goals
	Yes
	No
	

	
	
	
	
	

	2
	Form Site Selection Committee 2 Years Out
	Yes
	No
	

	3
	CCAPA Board Approval of City/County, Hotel, and Date 2 Years Out
	Yes
	No
	

	4
	Establish Conference Steering Committee 2 Years Out
	Yes
	No
	

	5
	Select Conference Co-Chairs
	Yes
	No
	

	6
	CCAPA Board Approval of Conference Co-Chairs
	Yes
	No
	

	7
	Conference Co-Chairs Select Committee Chairs
	Yes
	No
	

	
	
	
	
	

	8a
	Section Director Provides Updates to CCAPA Board at Board Meetings Beginning 1 Year Out – Jan/Feb
	Yes
	No
	

	8a
	Section Director Provides Updates to CCAPA Board at Board Meetings Beginning One Year Out – June/July
	Yes
	No
	

	8a
	Section Director Provides Updates to CCAPA Board at Board Meetings Beginning One Year Out – Sept/Oct
	Yes
	No
	

	
	
	
	
	

	8b
	Section Director Provides Monthly Updates to CCAPA (Completes Conference Preparation Checklist) – One Year Out - January
	Yes
	No
	

	8b
	Section Director Provides Monthly Updates to CCAPA (Completes Conference Preparation Checklist) – One Year Out - February
	Yes
	No
	

	8b
	Section Director Provides Monthly Updates to CCAPA (Completes Conference Preparation Checklist) – One Year Out - March
	Yes
	No
	

	8b
	Section Director Provides Monthly Updates to CCAPA (Completes Conference Preparation Checklist) – One Year Out - April
	Yes
	No
	

	8b
	Section Director Provides Monthly Updates to CCAPA (Completes Conference Preparation Checklist) – One Year Out - May
	Yes
	No
	

	8b
	Section Director Provides Monthly Updates to CCAPA (Completes Conference Preparation Checklist) – One Year Out - June
	Yes
	No
	

	8b
	Section Director Provides Monthly Updates to CCAPA (Completes Conference Preparation Checklist) – One Year Out - July
	Yes
	No
	

	8b
	Section Director Provides Monthly Updates to CCAPA (Completes Conference Preparation Checklist) – One Year Out - August
	Yes
	No
	

	8b
	Section Director Provides Monthly Updates to CCAPA (Completes Conference Preparation Checklist) – One Year Out - September
	Yes
	No
	

	8b
	Section Director Provides Monthly Updates to CCAPA (Completes Conference Preparation Checklist) – One Year Out - October
	Yes
	No
	

	8b
	Section Director Provides Monthly Updates to CCAPA (Completes Conference Preparation Checklist) – One Year Out - November
	Yes
	No
	

	8b
	Section Director Provides Monthly Updates to CCAPA (Completes Conference Preparation Checklist) – One Year Out - December
	Yes
	No
	

	
	
	
	
	

	8c
	Section Director Provides Conference Closure Report to Board
	Yes
	No
	

	
	
	
	
	

	9
	Appoint Public Relations/Press Coordinator and Web Site Chair
	Yes
	No
	

	
	II. CONSULTANTS AND CONTRACTS
	
	
	

	10/11
	Mandatory Use of Consultants and Contact to Work Out Schedule of Work and Timelines: Conference Coordinator Consultant
	Yes
	No
	

	10/11
	Mandatory Use of Consultants  and Contact to Work Out Schedule of Work and Timelines: Conference Registration and On-Site Registration Consultant
	Yes
	No
	

	10/11
	Mandatory Use of Consultants and Contact to Work Out Schedule of Work and Timelines: Accounting Management Consultant
	Yes
	No
	

	10/11
	Mandatory Use of Consultants and Contact to Work Out Schedule of Work and Timelines: Design/Graphics/Publication Consultant
	Yes
	No
	

	10/11
	Mandatory Use of Consultants and Contact to Work Out Schedule of Work and Timelines: PR Consultant
	Yes
	No
	

	10/11
	Mandatory Use of Consultants and Contact to Work Out Schedule of Work and Timelines: Director of Administration and Insurance Provider
	Yes
	No
	

	
	
	
	
	

	12
	Mandatory Review of all Conference Contracts by CCAPA Attorney
	Yes
	No
	

	
	III. ESTABLISHING THE CONFERENCE BUDGET
	
	
	

	13
	Develop Conference Budget
	Yes
	No
	

	14
	Board Approval of Conference Budget
	Yes
	No
	

	15
	Review and Meet Conference Profit Requirements
	Yes
	No
	

	16
	Review Conference Profit Distribution
	Yes
	No
	

	17
	Send 1099 Tax Forms to Stefan/George Associates
	Yes
	No
	

	
	
	
	
	

	18
	Provide Complimentary Registrations
	Yes
	No
	

	19
	Provide Complimentary Hotel Rooms
	Yes
	No
	

	20
	Provide Required Registration Rates and Non-Member Registration Option
	Yes
	No
	

	
	IV. INSURANCE AND RISK MANAGEMENT
	
	
	

	21
	Contact Director of Administration to obtain required insurance and Adhere to Section Activity Guidelines in Appendix A
	Yes
	No
	

	
	V. PLANNING THE PROGRAM
	
	
	

	22
	Board Approves Conference Theme
	Yes
	No
	

	23
	Board Approves Final Draft Program
	Yes
	No
	

	
	
	
	
	

	24a
	Conference Program Committee Reviews Session Guidelines
	Yes
	No
	

	24b
	Contact Design/Graphics/Publications Consultant ASAP
	Yes
	No
	

	24c
	Ensure E-mail Blasts Use Most Up-To-Date National Member E-Mail List
	Yes
	No
	

	24d
	Submit Conference Booklet No Later than 2 Months Prior to Conference to Design/Graphics/Publications Consultant
	Yes
	No
	

	25
	Provide Mandatory Board Program Sessions
	Yes
	No
	

	26
	Section Director Shall Act as Conference Liaison to Board and Affiliated Groups
	Yes
	No
	

	27
	Provide Mandatory Special Events (Awards Ceremony, CPF Fundraiser and Auction, Student Conference and Student Awards Ceremony)
	Yes
	No
	

	28
	Provide Required Meeting Rooms for Leadership Meetings
	Yes
	No
	

	
	
	
	
	

	29a
	Contact the CCAPA Continuing Education Coordinator to Obtain Continuing Education Credits for sessions
	Yes
	No
	

	29a
	List Approved Hours of Continuing Education Credit for Each Session in the Conference Program
	Yes
	No
	

	29b
	Provide Conference Registrants with Credit Request Forms in Conference Packet
	Yes
	No
	

	
	VI. ADVERTISING THE CONFERENCE
	
	
	

	30a
	Advertise the Conference in CalPlanner, Section Newsletters, and on the Web
	Yes
	No
	

	30b
	Contact Design/Graphics/Publication Consultant by January of the Year of the Conference to Coordinate Conference Publications
	Yes
	No
	

	30c
	Create a Conference Website
	Yes
	No
	

	30d
	Send at Least Two Direct E-mails to CCAPA Members Advertising the Conference
	Yes
	No
	

	
	VII. EXHIBIT BOOTHS/DISPLAY SPACE
	
	
	

	40a
	Provide Complimentary and Contracted Display Space and Other Requirements
	Yes
	No
	

	40b
	Contact Director of Administration for Updated Display Space and Contract Info
	Yes
	No
	

	
	VII. MISCELLANEOUS ITEMS
	
	
	

	41
	Include ADA Compliance and Notice in Registration Information and Mailers
	Yes
	No
	

	42
	Reserve Hotel Rooms for CCAPA Board and Five Extra Rooms
	Yes
	No
	

	43
	Provide Conference Registrants with Written Confirmation of Registration
	Yes
	No
	

	
	IX. AT THE CONFERENCE
	
	
	

	44
	Thank the Conference Committee during a Major Conference Event
	Yes
	No
	

	45
	Introduce CCAPA Board at a Major Conference Event and Provide Seating for the Board at a Head Table at the Event
	Yes
	No
	

	46
	Provide CCAPA Board Members with Registration Packets during their Board Meeting
	Yes
	No
	

	47
	Provide Ribbons for Name Badges for Leadership and Speakers
	Yes
	No
	

	
	X. STANDING CONFERENCE COMMITTEE
	
	
	

	48
	Conference Chair Participates in Standing Conference Committee at Conference
	Yes
	No
	

	
	XI. UPDATING AND DISTRIBUTING THE CONFERENCE HANDBOOK
	
	
	

	49
	The Conference Committee Shall Provide Information to include in the Conference Handbook within Three Months following the Conference
	Yes
	No
	

	50
	The Conference Committee with Work with the Standing Conference Committee, President and VP for Administration, and CCAPA Board to Keep Conference Handbook Updated
	Yes
	No
	


Appendix C
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MANDATORY CONSULTANT LIST AND 
MANDATORY CONSULTANT RESPONSIBILITIES
appendix c 1
CURRENT LIST OF MANDATORY CONSULTANTS

	CONSULTANT
	FUNCTION
	PHONE
	E-MAIL

	Tom stefan

Stefan/George Associates
	Director of Administration
	916-737-2372
	sgassoc@msn.com

	LYNNE BYNDER

Meetings Xceptional


	CONFERENCE COORDINATOR CONSULTANT
	760-799-2740
	lbynder@

meetingsxceptional.com

	wEBREGPRO
	CONFERENCE REGISTRATION & ONSITE REGISTRATION CONSULTANT
	916-284-8799
	

	tom stefan and francine farrell
Stefan/George Associates
	ACCOUNTING MANAGEMENT CONSULTANTS
	916-737-2371
	SGASSOC@MSN.COM

	DORINA BLYTHE
GranDesigns
	design/graphics/

publications consultant
	951-302-1001
	DORINA@

GRANDESIGNS.US

	SadnA
SAMARANAYAKE
InSiteLogic
	web consultant
	800-985-7483 X90
	SADNA@
INSITELOGIC.COM

	Tom stefan

Stefan/George Associates
	insurance provider coordinator with mcclatchy insurance
	916-737-2372
	SGASSOC@MSN.COM

	marco martinez
Best, Best & Krieger LLP
	CCAPA ATTORNEY
	949-263-2600
	MARCO.MARTINEZ@

BBKLAW.COM

	
	
	
	


appendix c 2
Mandatory Consultant Responsibilities: VISION STATEMENT
VISION STATEMENT:  Each conference consultant shall be responsible to, support and report directly to the CCAPA Board, and shall support the Conference Committee as outlined in the contract.   The Executive and Administrative Directors are responsible for the general oversight of the consultant contracts and are required to report any issues with contractors to the CCAPA President and Board.  This vision statement will be inserted in each conference consultant contract.
APPENDIX C 3
MANAGEMENT CONSULTANT RESPONSIBILITIES:

Conference Coordinator Consultant




REPORTS TO CCAPA BOARD

· Provide the CCAPA Board with a report on the status of each area of responsibility as outlined below, including an update of the current financials for the Conference in conjunction with Stefan/George Associates, and any issues or concerns.

· The reports shall be provided to the CCAPA Board at the following intervals:

1. An e-mailed report one year before the conference.

2. A verbal and written report (as an attachment to the Board agenda) at the January/February CCAPA Board meeting.

3. A verbal and written report (as an attachment to the Board agenda) at the summer CCAPA Board meeting.

4. An e-mailed brief synopsis at the beginning of each month after the summer Board meeting until the conference begins.

5. A verbal report at the conference Board meeting.

6. A final verbal and written report (as an attachment to the Board agenda) at the January/February CCAPA Board meeting, including any recommendations for changes or clarifications to the Conference Handbook. 






RELATIONSHIP WITH CONFERENCE 








COMMITTEE

· All conference decisions must be approved through either the Conference Chair or appropriate Conference Committee Chair.

· Specific tasks in the jurisdiction of a specific Conference Committee Chair must be completed in conjunction with the appropriate conference chair that handles specific conference issues

REGISTRATION/ADMINISTRATION

· Obtain/negotiate contract for on-line registration company based on budget

· Prepare continuous e-blasts for registration company to potential attendees advertising the conference using the most up-to-date email list from National each time the e-mails are sent to members.
· Provide info to registration company to develop/update on-line conference registration form

· Fully manage registration company pre/post and on-site

· Reporting and Updating on Registration progress

· Name badge coordination with registration company

· Enter and record all faxed and/or mailed conference registrations

· Provide Committee/Board with monthly conference progress updates

· Prepare and provide Committee with Conference Budget based on previous conferences and committee recommendations and update accordingly to Budget Chair/State office

· Prepare Conference Timeline and update accordingly

· Follow Conference Handbook instructions and “Have to” sections

· Attend monthly Committee meetings

· Meetings Xceptional will serve as the official CCAPA Conference Office and answer all correspondence related to conference and/or forward to designated Committee Chair

  


PR/CONFERENCE PROGRAM & SIGN DESIGN

· Work collectively with Conference Graphic Designer on design of forms, programs, signage to portray a professional conference image

· Work collectively with Committee for Conference Theme and logo

· Work collectively with CCAPA webmaster on Conference website and send prepare/forward updates as outlined in timeline

· Pre-promotion booth preparation for following conference

· Creating, proofing & distribution of all conference documents, including Exhibitor, sponsorship, advertising, pre-registration brochure and Cal Planner Conference articles

· Contact CVB for local graphic images to use in conference collateral and distribute to Committee and Graphic Designer

· Meet all Cal Planner production deadlines

EXHIBITOR/SPONSORS/ADVERTISERS

· Assist with promoting, pre-selling and coordinating Exhibitors, Sponsors and Advertisers for conference 

· Obtain RFP for Conference Decorator to handle booth set-up/tear-down and on-site exhibitor services

· Report monthly revenue progress from Exhibits/Sponsors/Advertisers to Committee through the Exhibit/Sponsor Chair

· Pre-promotion coordination of upcoming conference forms each year

· Receive and process Exhibitor, Sponsor and Advertiser fees and deposit in CCAPA Conference account

· Overall formal correspondence with all exhibitors and sponsors including coordination of ads to program designer

· All final details for on-site implementation pertaining to Exhibitors, Sponsors and Advertisers




HEADQUARTER HOTEL/OVERFLOW HOTEL, 




OFF-SITE FACILITIES
· Obtain RFP from hotels on behalf of CCAPA

· Negotiate hotel contract on behalf of CCAPA and conference guidelines

· Assist with all Food and Beverage negotiations and final requirements 

· Handle AV requirements and negotiations necessary for conference
· Set-up, manage and report progress of room reservations, board 

· Rooms and special guest reservations

· Handle all on-site logistics pertaining to the hotel and any off-site facilities, including ensuring that session rooms are set up appropriately and that the designated AV and other requirements are in place prior to the sessions
· Assist with off-site venue proposals and coordination

MISCELLANEOUS CONFERENCE SUPPORT 

· Obtain RFP and coordinate Transportation for Mobile Workshops & off-site events

· Arrange for Attendee airline discounts and have posted on website

· Arrange for attendee rental car discounts and have posted on website

· Arrange for attendee child care and have posted on website

· Present, receive pricing and order conference give-a-ways, on-site pre-promotion items, conference bags, ribbons, badge holders, Board/Keynote speaker gifts 

· Order all on-site local brochures for conference pertaining to Things to Do for current and incoming conference

APPENDIX C 4
MANAGEMENT CONSULTANT RESPONSIBILITIES:

Conference Registration and On-Site Registration Consultant

GENERAL SERVICES: 
• Online Registration and Reporting 

• Payment Processing 

• Badge Printing and Production 

• Onsite Registration Management 

Registration and Reporting: 



Manage the attendee registration and web-based registration 
services, 
including: 

• A web link for web-based registration. Consultant will load the customized online Registration Page on secure server and link the page to the conference web site. The online page will maintain the same “look and feel” as CCAPA overall web site. In addition, consultant will assist with creation of separate pages and reporting for attendees, speakers, and staff registration. 

• Real-time, on-line registration reports. All report templates are available to CCAPA in a password-protected section of the consultant’s web site. All reports can be exported in multiple file formats, all reports are real-time. Reports can be viewed within a web browser, or downloaded to Microsoft Excel. 

Payment Processing: 
• Payments made by check will be handled by Accounting Management Consultant/CCAPA. The Accounting Management Consultant/CCAPA will also handle deposits for these transactions, as well as account reconciliation. 

• Payments made online via Credit Card will be deposited into the registration consultant merchant account. The consultant will handle reconciliation for payments deposited to the consultant’s merchant account. The consultant will make 3 attempts to charge declined cards, as well as reasonable attempts to resolve “charge-backs”. Payments online via credit card will be made via the discount rate and payment schedule below. 

Credit Card Payment Schedule: 

Credit card payments are held for a brief period to allow for any 
charge-backs or refunds which may need to be issued. 
Payment 
schedule is as follows: 









Credit Card Charge Date Check to Client 









Between the 1st and 15th of the month The 7th day of the 









following month 









Between the 16th and last day of the month The 21st day of 








the following month 

Badge Printing/Production: 


Consultant will provide conference badge stock (4”x3”, 4-



color logo, white paper). Consultant will print the conference 


logo, attendees first and last name, attendee’s company, 



and bar code for scan check-in. In addition, the consultant 


will provide one basic clear plastic badge holder for every 


registered attendee. Lanyards are also available. Client must 

provide all artwork/graphical elements for badge stock 



production in the format requested by the consultant.. 

Onsite Registration and Support: 


Consultant will provide onsite staff to coordinate onsite 



conference registration, badge production, and payment 



processing (if client is utilizing consultant for payment 




processing – also requires high speed Internet connection), 


including: 



• One Registration Manager responsible registration set-


up and operation of the registration desk 



• One Network Engineer responsible to set-up the 




registration network 



• Local Registration Staff 




6 Registration Counters (Peak Days) 




Saturday – Travel/Setup 




Sunday – Reg Open, 9 am – 6 pm 




Monday – Reg Open, 7 am – 6 pm 




Tuesday – Reg Open, 7 am – 6 pm 




Wednesday – Reg Open, 7 am – 2 pm 

APPENDIX C 5
MANAGEMENT CONSULTANT RESPONSIBILITIES:

Conference Accountant Management Consultant:  

Summary of Financial Responsibilities 

The Conference Committee will need to provide to the Conference Accountant Management Consultant as soon as they become available:
1. Committee Roster.

2. Conference Budget.

3. Copies of all Contracts.

4. Any checks received that are for the conference (i.e. Sponsors, Advertisers, etc.).

5. Original or copies of all vendor invoices/billings, which have been approved for payment and signed by the conference Chairperson or Treasurer.

a. Note on the invoice/bill which conference budget line item each expense is to be allocated towards.

6. Any 1099 tax forms sent to the Conference Committee by vendors shall be sent 


to the consultant.

Stefan/George Associates will maintain all financial records to include:

1. Keep a full and complete record of Conference finances:

a. Receive, deposit and disburse Conference funds.

2. Prepare final financial reports:

a. Profit and Loss Statement

b. Balance Sheet

c. Transaction by Account Detail

d. Trial Balance

3. Prepare periodic financial reports upon request by Committee, including a final conference financial report to the Board.

4. Send out 1099s to vendors.

5. Maintain two conference checking accounts with a minimum of $15,000 in each account to loan to the current and upcoming conferences for initial conference expenses.  

APPENDIX C 6
MANAGEMENT CONSULTANT RESPONSIBILITIES:

Conference Design/Graphics/Publications Consultant  

NEEDS TO BE COMPLETED

APPENDIX C 7
MANAGEMENT CONSULTANT RESPONSIBILITIES:

Public Relations Consultant  

NEEDS TO BE COMPLETED
APPENDIX C 8
MANAGEMENT CONSULTANT RESPONSIBILITIES:

Web Consultant  

NEEDS TO BE COMPLETED
Appendix D
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RECOMMENDED CONFERENCE COMMITTEE STRUCTURE/ROLES AND RESPONSIBILITIES
[NOTE THIS INFORMATION IS OLD AND NEEDS TO BE UPDATED TO REFLECT CONFERENCE COORDINATOR – STILL NEED HING WONG TO TAKE A LOOK AT THIS ]

Conference Co-Chairs

· Overall management of conference

· Master scheduling

· Check list/ make sure things get done

· Provide assistance to subcommittees, as necessary

· Meeting Agendas

· Coordination during conference

· Coordination with CCAPA Board

· Coordination with Host Section Board

· Maintain mailing list of committee members

Section Director (often serves as Liaison to CCAPA Board)

Facilities/Transportation Committee

· Coordinate with programs and special events committees

· Special Meeting rooms (CCAPA, CPF, CPR, Legislative Review, Chap Prez/Leadership Reception)

· Press Room

· Audio-Visual

· Room Set-Up

· Banquet Facilities

· Transportation Needs (Mobile Workshops, Special Events)

Programs Committee
· Solicit session ideas

· CPR 

· PEN

· AICP training

Student Programs Committee

· Work with the universities and programs committee to create a Student-only Day of Sessions

Public Relations Committee

· Conference Registration Forms

· Conference Program

· Coordinate with CCAPA Public Relations Firms

· Press Releases/News Articles

· Signage

Registration Committee

Administration/Finance Committee

· Adhere to the CCAPA Board’s Fiscal Policies

· Apply for loan from CCAPA (the loan is seed money to start the conference)

· Develop Budget

· Monitor Budget

· Approval Payment of Invoices

· Must Use Quicken

· Meeting Minutes

Special Events Committee
Opening Reception

Consultants Reception

CPF Auction

Keynote Speakers Committee

Mobile Workshops Committee

Volunteers Committee
Mandatory Events

CPF Auction

Consultants Reception

Exhibit Booths

Opening Reception

Awards Lunch/Dinner

Optional Events

Golf Tourney

Tennis Tourney

Student Programs

Sponsorships and Booths (Kurt and Collette)
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CONFERENCE THEMES LIST
	CCAPA Conference Themes

	Year
	Motto/Theme
	Location

	2010
	
	

	2009
	
	

	2008
	
	Los Angeles

	2007
	
	San Jose

	2006
	Reinventing Suburbia
	Garden Grove

	2005
	No Theme
	Yosemite

	2004
	Planning for Tomorrow’s Bright Future
	Palm Springs

	2003
	A Link to the Past, A Bridge to the Future
	Santa Barbara

	2002
	PlanDiego
	San Diego

	2001
	APA at the Confluence
	Sacramento

	2000
	Reaching Out, Building Bridges
	Long Beach

	1999
	Celebrating Diversity
	Bakersfield

	1998
	Mirrors and Reflections
	Costa Mesa

	1997
	Choices, Challenges and Change
	Monterey

	1996
	The Heat is On
	Palm Springs

	1995
	Redefining Paradise, California’s Challenge
	Santa Barbara

	1994
	Edges, Borders, New Frontiers
	San Diego

	1993
	Maintaining California’s Competitive Edge
	Modesto

	1992
	Celebrate the Spirit of Planning
	Pasadena

	1991
	On the Edge
	Sacramento

	1990
	Glitz versus Glitches
	Newport Beach

	1989
	Pacific Rim
	San Jose

	1988
	Hard Choices
	Palm Springs
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RECOMMENDED CONFERENCE TIMELINE
NEEDS TO BE COMPLETED.
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CCAPA CONFERENCE CHECK OR VENDOR PAYMENT REQUEST FORM
Use the form on the next page. 





CCAPA CONFERENCE CHECK OR VENDOR PAYMENT REQUEST FORM
Please print clearly. 

	Make Check Payable to:
	

	Mail Payment to:
	

	Name:
	

	Company:
	

	Address:
	

	City/Zip Code:
	


	Vendor
	Description of Expense
	Amount
	Line Item #

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total
	
	
	


The original or a copy of each vendor invoice must be included for payment.  Mail, email or fax completed form and back-up to Francine Farrell at CCAPA, 1333 36th Street, Sacramento, CA 95816, sgassoc@msn.com or 916.456.1283 (fax).

	Print Name

Date


	
	Signature

Telephone Number:
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SAMPLE BUDGETS
DO NOT PUT ON WEBSITE

Need to include examples from last several conferences
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