	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.



EXHIBITS COMMITTEE
	Note:
	The chairs of all committees will meet regularly with the Conference Co-chairs.
It is recommended that the chair of the Exhibits committee should also be a member of the Facilities committee.

	See also:

	· Policies: Exhibitors

· Finances Committee; 13 months prior, bullet 3
· Program Committee, 14 months prior, bullet 4; 11 months prior, bullet 1


	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
	· 

	25-24
	· 

	23-20
	· 

	19-18
	· Recruit committee members

· Begin to draft a budget
· Liaise with Program & Speakers, Registration and MCIS committees to gather information for MCIS framework, website design and layout.

	17
	· Edit / revise budget; conference with Finance, if necessary
· Liaise with Facilities and MCIS committees to finalize location of exhibits area and allocation of tables (numbered)

· Liaise with Facilities and Program in order to prepare MCIS online exhibitor registration template; consider:

· maximum number of tables per exhibitor

· opportunity to choose location (1st & 2nd choices, maximum number of tables), fees, rules, restrictions (check with facility re elevator load restrictions), and schedule

· layout of exhibitor tables (number and location), with map(s)

· equipment needs to be made available (eg. power, internet, chart stands, etc.)

· Liaise with MCIS & Website chair; use floor plan to create layout of exhibit area; consider:

· an exhibit room that is enclosed; this will allow you to lock the room at night

· a well lit, high traffic area / location

· number of tables that will fit in this area, as well as size of each table and configuration of tables in room / area

· availability of power outlets, internet access (wireless preferred) and storage room for packing cases during the conference; inquire if there are extra costs for these

· Liaise with Facilities, Hospitality, Promotions & MCIS committees; MCIS & Website chair populates the parameters of MCIS exhibitor proposals to prepare for live date.  Information collected should consider / include:

· maximum number of tables per exhibitor
· sponsorship of events

· donation of items

· equipment needs to be made available (eg. power, internet, chart stands, etc.)

· layout of exhibitor tables (number and location), with map(s)Determine exhibit area location (consideration to loading dock or entrance nearby) 
· Submit exhibits layout to MCIS chair

	16
	· Edit / revise budget; conference with Finance, if necessary

· Make arrangements for the venue personnel to move skids; this requirement is mandatory for liability and is at the expense of the exhibitors
· Collect floor plan of the facility; liaise with MCIS & Website chair to scan and upload this map to MCIS

· Liaise with the Facilities/Equipment Committee to arrange with the facility for:
· loading and unloading privileges and/or shipping and receiving; inquire if there are any additional fees for use of this area and/or elevator; inquire whether there is / area loading dock or entrance attached or nearby and if there are scheduled receiving and pick up times

· receiver and storage space available prior to the conference

· storage room for packing cases during the conference; inquire if there are extra costs for these

· exhibitor parking facilities close to the exhibitor area
· Establish exhibit table fees (e.g. $350 / 2.5’ x 8’ table; $250 / table for charitable organization);  include costs for security (e.g. security guard) of exhibits, refreshments in exhibitor area and any other additional costs (e.g. hiring of a firm to install / dismantle exhibitor area),  including electricity, extension cords, 24 hour room rental,  etc. and should include conference registration fee for exhibitor (graduated pricing according to the location in the Exhibit Hall could be considered)
· Liaise with Promotions, Hospitality and Registration regarding sponsorship of events donation of items (include a checklist of sponsorship choices (e.g. name tags, delegate bags, social events, etc.))

· Liaise with Facilities and Hospitality regarding onsite sponsored social events

	15
	· Finalize budget and submit to Finance

· Prepare flyers / business cards for exhibitors for upcoming conference
· Compile a list of exhibitors information including name, address, telephone number, contact representative information, product focus

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

	14
	· Arrange for free space for OAME (2 tables), NCTM (1 table), next year’s conference (1 table); consider arranging free space for other chapters within the limitations of space and/or cost)
· Liaise with Program, Hospitality and Facilities to coordinate the exhibit hours

· Print flyers / business cards for exhibitors for distribution at upcoming conference

	13
	· Liaise with Facilities regarding set up and tear-down of exhibit area OR hiring of company to do so

· Liaise with Hospitality committee regarding sponsors of major events (e.g. wine and cheese) and/or items (delegate bags, freebies for inclusion in bags); provide exhibitors with pricing for catering (e.g. via letter or MCIS)
· Liaise with Hospitality, Program and Registration committees to invite potential exhibitors 

· Prepare letter of invitation to Exhibitors to register for exhibitor tables and sponsorship via MCIS; list only one contact person (e.g. chair) in letter
· Exhibits chair is trained by MCIS Coordinator to access MCIS exhibitor data (ie. approving exhibitor submissions, emailing exhibitors directly from MCIS, etc.)

	12
	· Observation of current conference (preview and analyze exhibits; review / revise a list of potential exhibitors, including those selling books, equipment, technology, manipulatives, games, etc.)
· Email letter to Exhibitors inviting them to register for exhibitor tables and sponsorship via MCIS 
· Keep a record of all agreements and contract and exhibitors; forward copies to the Finance committee and Hospitality and/or Program Committee, as appropriate; forward monies to the Finance committee

	11
	· Hire firm / make arrangements for installation and dismantling of exhibit area
· Collaborate with Hospitality to solicit sponsors for various events, bags, folders and freebies for delegates 

· Liaise with Program & Speakers and Hospitality committees regarding listing of exhibitors and exhibit hours for program
· Liaise with Program, Promotions, Hospitality and OAME regarding development of program

· Liaise with MCIS; open exhibitor registration online via MCIS

	10
	· Liaise with Program & Hospitality, Exhibits, OAME re program booklet layout; list of exhibitors and exhibit hours (considerations for set up and pack up time)
· Liaise with MCIS chair to monitor exhibitor proposals
· Maintain records of all agreements and contracts; with exhibitors;  forward copies to Finance and Hospitality and/or Program, as appropriate.

· Respond to exhibit inquiries and assign exhibit space on a first-come, first-served basis according to their preferences of location. Note the contact person for each exhibitor.
· Request signage from Facilities committee
· Request student volunteers, if necessary; create job description(s)

	9
	· Liaise with MCIS chair to monitor exhibitor proposals

	8
	· Collect payments for exhibitor spaces and sponsorship; use an Excel spreadsheet to track payments and sponsorship per exhibitor (include number of tables and events sponsored); forward these to Finance chair on a weekly basis; advise Hospitality committee of sponsorship

· Liaise with MCIS chair to monitor exhibitor proposals
· Plan for exhibitor hospitality space (e.g., a place other than their booth to sit down during the day)

	7
	· Collect payments for exhibitor spaces and sponsorship; use an Excel spreadsheet to track payments and sponsorship per exhibitor (include number of tables and events sponsored); forward these to Finance chair on a weekly basis; advise Hospitality committee of sponsorship

· Collect all deposits and payments from exhibitors, and record transfer of funds to Finance for deposit; transmittals include deposit amounts, balance due and date, and total gross figures; cumulative totals of number of booths, number of exhibitors and total income should be kept

· Liaise with Program and Hospitality to align snacks/ refreshments and/or lunch with exhibitor time
· Liaise with MCIS chair to monitor exhibitor proposals

	6
	· Liaise with MCIS chair to close online Exhibitor registration via MCIS, if not already full
· Liaise with Facilities, Registration, Hospitality and Promotions committees regarding signage needs

· Liaise with Registration chair to include major sponsor logo on name tag 

· Liaise with Student Volunteers & Facilities chair to draft schedule and assigned tasks for student volunteers based on committee needs (e.g. assisting speakers in carrying materials from parking lot to workshop rooms, collection of tickets, set up and transportation of AV / technology equipment for workshop rooms, etc.); NOTE: schedule different groups of students on different days

	5
	· Liaise with Student Volunteers and Exhibits committee to arrange sponsors for costs associated with student volunteers (e.g. snacks, t-shirts, meals, etc.)

	4
	· Make final arrangements for displays, donations, and sponsorships of social events and speakers; liaise with Hospitality and Promotions committee to create poster of social event with identified sponsors
· Provide Hospitality with inserts for delegates package (envelope) and/or bag
· Liaise with Facility to arrange for several carts from the facility for exhibitors' loading and unloading

· Liaise with Exhibits committee to confirm/arrange with the facility for the furniture, AV and decoration requirements for each social events 

	3
	· Make arrangements for refreshments and lunch (optional) for exhibitors, including location at site
· Send items for delegate bags / packages to Hospitality committee

	2
	· Confirm location / time for exhibits with exhibitors (by email); include times for shipping and receiving

· Coordinate  needs with the Facilities & Equipment and Student Volunteers committees
· Send items for delegate bags / packages to Hospitality committee

	1
	· Confirm security guard arrangements

· Schedule shifts of committee members at the conference to act as contacts for the exhibitors

	1 day before
	· Label tables for exhibitors
· Ensure student volunteers are available to assist exhibitors in set up

· Committee representative greet and check in regularly with exhibitors

	0
	· Liaise with Facility to monitor set up and tear down of exhibits
· Ensure student volunteers are available to assist exhibitors in set up and tear down
· Committee representative greet and check in regularly with exhibitors

· Have snacks / refreshments on cart for exhibitors during “down-time”

· Committee members to greet and assist exhibitors; monitor student assistants assigned to assist exhibitors
· Ensure that exhibits are open for hours advertised

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

· Include recommendations as required for the next Exhibits Committee 
· Send letters of appreciation to exhibitors 
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