SEQUENCE GUIDELINES FOR ANNUAL MEETINGS.

Prepared By Liette Vasseur, August 2003
12 MONTHS OR EARLIER

Preliminary discussion at the AGM for the location of the next AGM (preferably in rotation between the four provinces).
10 MONTHS OR EARLIER

a) Local Chairman is appointed and should appoint the Committee (the minimum number being 5) so that sufficient people know how the meeting is developed.  Specify duties to each Committee member.

b) Prepare draft budget including costs of speakers (i.e. their fare, accommodation, registration fee, meals, etc. during their stay at meeting), printing of registration material, programs; directional signs; translation; audio-visual operators; room hire; banquet; administration (phone calls, photocopying, extra secretarial help, etc.).

c) Identify possible grants for which you might apply.

8 MONTHS OR EARLIER

a) Select the topic of the meeting.

b) Check on licensing and insurance for occasions when liquor will be served.

c) Prepare preliminary announcement of meeting for The Messenger (check deadline with Coordinator).

d) Invite provincial, municipal and other officials to participate as and when required.

6 MONTHS OR EARLIER

a) Prepare Abstract/Invitation form for printing ready to include wit January Messenger. The meeting announcement should (in English and French) include:

I. The dates

II. Potential schedule

III. Program with titles of workshop

IV. Field trips and excursions, if any

V. Accommodation and meal arrangements and costs (on campus) and preliminary information 

VI. Social program including banquet 

VII. Registration fee and dated of registration mailing, late fees, etc. in forms
VIII. Include call for awards (should be second call by that time)

b) Prepare budget estimates and grant applications, if not done.

b) Start fund raising with vigor and determination.

c) Invite the key note speakers for the workshop. Explain that it is the preliminary phase but a long term notice helps make sure there will be a few speakers available by the time schedule is confirmed.

d) Schedule monthly or bi-monthly meetings of Organizing Committee.

e) Decide whether there will be exhibits and format for photo salon, book display room, etc.

3 MONTHS OR EARLIER

a) Prepare draft program.

b) Confirm invited speakers’ participation and inform each of details of other titles, timing, etc.  Get personal data from each, for chairman of the session.

c) If you intend to publish the workshop proceedings, contact the Coordinator NOW.  Authors MUST be instructed that papers must contain original material in some way or another.  THEY MUST bring final copy of the paper to be published to the meeting.  Only those papers actually delivered to the chairman of the symposium at the time of delivery will be published.  This deadline should be understood, accepted and adhered to by all contributors.

d) Make audio-visual arrangements for equipment, operators, etc.

e) Finalize plans for banquet, location, entertainment and cost.

f) Make arrangements for parking. 

g) Contact banks or other business companies for plastic document cases, notebooks, and other donors for handout materials.

1.5 MONTHS OR EARLIER

a) List questions for presentation and workshop

b) Finalize schedule of dates 
c) Prepare and print general information brochure (English and French) for packages. Get maps, local information, etc. for registration packages.

d) Begin sorting abstracts and organizing program into sections of there were a call for abstracts.  
e) Prepare and print tickets for social functions.

3 WEEKS OR EARLIER

a) Send complimentary registration, meal tickets, reception tickets, etc. to invited and honored guests.

b) Publicize meeting in local bulletins, newsletters, by posters; arrange for media coverage of meeting (CBC, CTV, etc.). 

c) Arrange for chairmen for all sessions and introductions for speakers.

Stress the importance of rigid adherence to schedules, especially if there will be concurrent sessions.

2 WEEKS OR EARLIER

a) Draw up schedule for people manning registration desk.  Plan to have:

I. Several people on hand first and second days, and have the alphabet sectioned to speed up process for registrants

II. Phone at registration desk or nearby

III. Message center for phone calls; message board

b) Make contingency plans for reducing size of rooms if numbers registering are low, etc.  May need to re-negotiate new cost with owners.
c) Arrange for chairpersons to be present 15 minutes before their session (plenary or sectional) starts; check that all local committee are familiar with audio-visual aids, light switches, etc.

a) Invite guests for head table to join that party and tell them where to foregather.

b) Get receipt book for registration process and field trips (if any).

1 DAY

a) Check all rooms against AV checklist.

IMMEDIATELY FOLLOWING

a) Give President the list of thank-you letters to be written and any other materials for press releases.
b) Arrange with the coordinator to pay remaining expenses. Send the materials to be printed in The Messenger or the website to the coordinator.
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