EVENT NAME

Date and Time 
Phone in # and Code – ITEA TO PROVIDE if necessary

Program Chair
CHAIR IDENTIFIED – name 

· Comments

· Production Schedule – milestone 
· Call for Papers

· Preliminary Brochure

· Final Brochure

· Marketing Program
Budget 

· Issues – expenditures 
Technical Program
CHAIR IDENTIFIED – name 

· Guest Speakers/Featured Speakers
· Invitations 

· Accepted – Declined

· Back ups
· Panels
· Invitation to leads

· Bios

· Other
· Tracks

· Leads established

· Abstracts solicited
· Abstracts received

· Acceptance letters/emails 
· Poster Papers
CHAIR IDENTIFIED – name 

· Lead determined 

· Abstracts received

· Acceptance letters/emails 

· Materials needed
· Tutorials

CHAIR IDENTIFIED – name 

· Lead determined

· Abstracts received or hand picked

· Instructors Identified – invited

· Descriptions

· Number of Students

· Best Paper Awards
CHAIR IDENTIFIED – name 

· Lead determined

· Candidates

· Other 
Exhibits – EO to report – Executive Office 
· xx spaces available


xx spaces sold
· Signage – for exhibit hall and all generic as well
· Issues 

Sponsorships – EO to report – Executive Office
· Budget Goal
$
· Current

$
· Pledged

0
· Bill to provide logo’s to AV POC

Academia Day
CHAIR IDENTIFIED – name 

· Technical program update

· High Schools participating

· F&B

· Sponsorships

· Other 
Logistics
CHAIR IDENTIFIED – name 

· Audio Visual



Working with technical committee for requirements



Budget $_______


Point of Contact for collection of data and on site



Speaker ready room available

· AV Filler Information 

· Executive Director to design filler slides for program

· Sponsorship logos

· Speakers – pictures, etc.

· Awards recipients, etc.

· Tracks and Program agenda

· Administrative notes

· Evaluations

· Receptions

· Visit Exhibitors

· Daily reminders
· Gifts



Budget $_______


Options – donations made in lieu of 


Handouts for all participants

· Opening Ceremony



National Anthem



President of ITEA opening remarks
· Tour / Optional 

Transportation


F&B


Budget $_________
· Hotel 



Issues/Challenges 



Attrition – room nights



Other

· Registration


Volunteers for the week – volunteers or paid staff

Number of registrant’s to date 

Badge stuffing volunteers or in-house

Folder stuffing volunteers or in-house
· Golf  /Optional
CHAIR IDENTIFIED – name 



Local chapter event


# of players/teams



Sponsorships



Other 

· Spouse Program / Optional


A place to come together for information



Morning Coffee with light breakfast


· Advertisement


Print and electronically


Options/Local company newsletters[image: image1.png]



