	Number of months prior
	The following should be carried out, at the latest, by the number of months prior to the conference as indicated in the margin.



PROMOTIONS COMMITTEE
	Note:
	The chairs of all committees will meet regularly with the Conference Co-chairs.


	Number of months prior
	The following should be carried out, at the latest, by the number of months prior to the conference as indicated in the margin.

	30-26
	· Begin to brainstorm ideas for logo, using theme

	25-24
	· Create draft of logo; work with graphic artist
· It is strongly recommended that a graphic artist is hired to create the logo, rather than running a “logo contest” with students

	23-20
	· Finalize conference logo

	19-18
	· Recruit committee members; consider inviting innovative and artistic people!

· Begin to draft a budget using worksheet provided; consider costs for:

· graphic designer

· print promotional material (e.g. flyers, brochures, etc.)

· promotional items (e.g. note pads, pencils, rulers, etc.)

· t-shirts

· advertising

· delegate bags

· posters

· mailing costs

· office supplies

· Prepare a publicity and promotions plan and submit this to the conference co-chairs

	17
	· Edit / revise budget; conference with Finance, if necessary

· Begin to brainstorm local sponsors and educationally-related sponsors (consider committee contacts), as well as sponsor for delegates bags and door prizes (see month 3)

	16
	· Edit / revise budget; conference with Finance, if necessary; A MAJOR BUDGET CONSIDERATION WILL BE THE MAILING COST FOR DISTRIBUTION OF THE (hard copy of the) PROGRAM BOOKLET.  NOTE THAT ANY COSTS INCURRED BECAUSE OF  ADDITION TO OAME MAILINGS (e.g. Gazette) ARE TO BE BUDGETED AND PAID AS A CONFERENCE COST; consider posting a PDF of the program in MCIS conference as this will save a considerable amount of money in printing and mailing costs.  (Note:  OAME2008 & OAME2009 have opted out of having a program booklet but posted a copy of the program online in their MCIS conference.)
· Continue to brainstorm local sponsors and educationally-related sponsors (consider committee contacts), as well as sponsor for delegates bags and door prizes (see month 3); consider advertisement in program booklet

· Begin to brainstorm promotional / publicity materials for use / distribution (consider quantities needed for at upcoming conference and your own conference), including:

· a conference flyer; liaise with Program committee and conference co-chairs

· give away items, e.g. book marks, magnets, rulers, etc. 

· t-shirt design

· tourism flyers

· a video to promote the city where the conference is being planned (available on-line or from the city)
· a draw to engage non-OAME/AOEM members

· Arrange for a publicity table at the current annual conference; prepare promotional / publicity materials for use / distribution at table; consider planning for a large poster and/or banner for the table, a poster listing social events, etc. 
· Liaise with Exhibits and Hospitality committees regarding sponsorship of events by exhibitors

	15
	· Finalize budget and submit to Finance committee
· Liaise with Program & Speakers and Hospitality to create draft of the conference flyer for distribution and display at upcoming conference and in Gazette; flyer should include theme, logo, place, dates, featured keynote speakers, etc. 

· Liaise with Exhibits and Hospitality regarding sponsorship of events; draft a letter for potential sponsors, including opportunity to sponsor delegate bags, wine and cheese social, keynote speaker, refreshments, snacks, gifts for speakers, etc. 

· Explore colours, costs, timelines for production, etc. for promotional / publicity materials for upcoming annual conference; in particular, seek out a printer that is reasonable, reliable and know for high quality work (you will be using this printer often and for a variety of printing, including flyers, name tag cards, etc.!)
· Place orders for all promotional materials, including flyers, give-aways , t-shirts (including a different colour for student volunteers) and banners/posters for upcoming annual conference 
· Contact region / town for tourism materials, including attractions, restaurants, etc.

	14
	· Contact Gazette editor to determine deadlines for June, Sept & Dec Gazette mailings

· Finalize conference flyer / “Save the Date” card for distribution and display at upcoming conference and for Gazette;

· Finalize details for promotion at upcoming annual conference, including schedule of coverage

· Finalize letter for potential sponsors 

	13
	· Send letter out to potential sponsors 

· Contact Gazette editor regarding June, Sept and Dec issue deadlines

· Prepare promotional / publicity materials (especially flyers that can be transported by members to home boards) for June OAME board meeting

· Begin promotions in region by connecting with local and neighbouring school boards; make phone calls / arrange meetings with directors, superintendents of curriculum, coordinator/consultants, etc.

· Arrange for advertisement in professional magazines (e.g. OTF, OCT, etc.)
· Liaise with Program to create promotional flyer

· Liaise with MCIS & Website chair for promotional updates to website
· Follow-up with potential sponsors (phone call or email)

	12
	· Committee reps to attend current conference; promotion of conference through giving of promotional items, draws, etc.; pick up a program booklet (if print copy available) for future reference
· Invite the next Annual Conference Planning Committee to share responsibility for the supervision of the speaker hospitality suite
· Follow-up with potential sponsors (phone call or email)

· Send promotional conference flyer to Gazette editor for inclusion in June, Sept and Dec issues

	11
	· Liaise with OMCA & OAME (directors, chapter reps) to distribute flyers and promotional materials for conference
· Liaise with Program & Hospitality, Exhibits, OAME re development of program 

· Obtain / update mailing / email lists (e.g. public board and private schools, OAME, NCTM) 

· Follow-up with potential sponsors (phone call or email)

	10
	· Liaise with Program & Hospitality, Exhibits, OAME regarding program layout
· Contact printer for quote if printing a program booklet
· Follow-up with potential sponsors (phone call or email)

	9
	· Prepare an updated flyer or poster in consultation with all other chairs 
· Follow-up with potential sponsors (phone call or email)

	8
	· Request signage required from Facilities & Equipment
· Liaise with Program & Speakers committee to create promotional poster regarding conference; include dates, theme, strands, keynote speakers, registration fees
· Collaborate with chairs of Registration, Hospitality, Exhibits, and Program to create program booklet

· Review and revise updated flyer or poster in consultation with all other chairs
· Follow-up with potential sponsors (phone call or email)

	7
	· Obtain current membership numbers from OAME

· Finalize updated flyer / poster and send to print

· If printing program booklets, deliver FINAL program booklet to printer and arrange for 5000 copies (depending on mailing lists); use funds received from advertisers to offset the cost of printing

· If no program is printing, liaise with Program and MCIS / Website chair to post program on MCIS conference; email PDF of program to OAME board of directors, OMCA members, Ontario NCTM members, and school board representatives; you may wish to consider printing approximately 100 copies of the program for use at the on-site registration desk, conference committee chairs, and invitation to honorary guests (e.g. directors, superintendents of local boards)

· Distribute updated flyer / posters via OAME board of directors, OMCA, school boards, Gazette, etc.; when possible, deliver boxes to OAME board meeting, OMCA monthly meetings (this will save mailing costs)
· Follow-up with potential sponsors (phone call or email)

	6
	· Follow-up with potential sponsors (phone call or email)
· Liaise with Facilities, Registration and Exhibits committees regarding signage

· Be cognizant that committee needs to provide flyer or ads for the Sept and Dec Gazette 

	5
	· Distribute flyer / poster or program booklet to OAME members, Ontario NCTM members, OMCA representatives (1/school), boards of education, Executive Directors

· Distribute a hard copy of the program to honorary guests including directors and superintendents of boards from host chapter, mayor, etc. with a covering letter personally inviting each of them to the conference and to welcome delegates (e.g. before a keynote address)
· Follow-up with potential sponsors (phone call or email)

	4
	· Liaise with Facility and Hospitality committees regarding decorations, staging, sets, etc.
· Liaise with Exhibits and Hospitality committee to create poster of social event with identified sponsors

· Liaise with Hospitality and Student Volunteers regarding snacks (donated in kind) for Student Volunteers

· Liaise with Student Volunteers regarding t-shirt sizes for student volunteers
· Follow-up with potential sponsors (phone call or email)

	3
	· Finalize list of donations and arrange for pick up / delivery of items (e.g. door prizes, items for delegate bags / speaker snack bags, etc.); items should be brought / sent to location of delegate bag preparation (e.g. board office, school, site)

· Brainstorm list of media for publicity and coverage of conference

· Draft letter of invitation to media 
· Send items for delegate bags / packages to Hospitality committee

	2
	· Finalize letter of invitation to media
· Send items for delegate bags / packages to Hospitality committee
· Arrange for printing of foam-core posters (2’ x 3’) / banners for conference, sponsors and social events for viewing in high traffic areas at conference  (e.g. registration, exhibitors, main banquet area)

	1
	· Prepare delegates bags on site (if possible) or off-site and then transport to site the day prior to the conference with Hospitality committee members

· Send letters of invitation out to media; follow up with phone calls
· Organize souvenir sales and schedule of coverage for this table; consider placing this table near Hospitality booth
· Arrange for committee members (2) to greet media

· Organize a table for souvenirs sales, and set up staffing schedule to monitor table

	1 day before
	· Remind and brief media

· Set up decorations, posters, etc.
· Transport delegate bags to venue

	0
	· Greet and direct media

· Supervise table for souvenir sales
· Liaise with Registration and Hospitality regarding Hospitality table

· Attend social events

	-1
	· Complete a report on the functioning of Committee for the conference co-chair

· Include recommendations as required for the next Promotions Committee
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