	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.



HOSPITALITY COMMITTEE
	Note:
	· The chairs of all committees will meet regularly with the Conference Co-chairs.
· Serious consideration might be given to separating “speaker hospitality” from “delegate hospitality”, and assigning subcommittees to each

	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
	· Liaise with Hospitality Committee; select banquet location; this should be done if the location is a popular venue for weddings or events, otherwise, this can be done at 18 months 
· Book transportation to banquet

	25-24
	· 

	23-20
	· 

	19-18
	· Recruit committee members; consider inviting people who are interested in planning social events for speakers and delegates

· Begin to draft a budget; liaise with Facilities and Exhibits committee and consider anticipated costs, including down payments for:

· entertainment

· transportation such as buses, taxis, etc.

· facilities, including locations for conference and social events

· refreshments for speaker hospitality suites

· snacks for presenters and exhibitors

· refreshments and/or lunches for delegates, presenters, student volunteers; hotel meal price of $X must then have taxes added (8% + 5%) + 15% gratuity

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

· Liaise with Program and Speakers committee re scheduling of events (e.g. banquets, socials, etc.)
· Liaise with Facilities re presenter Hospitality booth / area and speaker lounge
· 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) 

	16
	· Edit / revise budget; conference with Finance, if necessary 
· Liaise with Promotions and Exhibits regarding sponsorship of social events

· Liaise with Program  to create a schedule of featured events such as banquet, dinner theater, cocktail receptions, breakfasts (e.g. Past-Presidents’), free events (e.g. murder mystery; charge a nominal fee to secure attendance) etc (Appendix H-1) (Hyperlink)
· Facilitate scheduling of OMCA and OAME  banquets and/or events; no arrangements for accommodation or meals should be undertaken by committee.

· Plan for speaker lounge
· Liaise with Promotions and Exhibits  regarding sponsorship of events by exhibitors (e.g. wine and cheese)

	15
	· Finalize budget and submit to Finance
· Liaise with Program & Speakers and Promotions regarding 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 Promotions 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. 

	14
	· Liaise with Facilities/Equipment, Program & Speakers and Exhibits to arrange rooms for social event
· Liaise with Program & Speakers to coordinate times for social events
· Ensure adequate facilities for meals and snacks available to delegates; give consideration to possible special dietary requirements (if applicable, liaise with Program and MCIS & Website committees to ensure delegates and speakers can indicate this on registration form in program and on-line via MCIS registration)

	13
	· Liaise with Exhibits for 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

· Liaise with Promotions committee; obtain local information (attractions, tourist, transit, etc.); arrange discount coupons and prices

	12
	· Observation of current conference social events

· Invite the next Annual Conference Planning Committee to share responsibility for the supervision of the speaker hospitality suite

	11
	· Collaborate with Exhibits to solicit sponsors for various events, bags, folders and freebies for delegates (appendix E-2)

· Approach local companies to sponsor food and drink for the speaker lounge (Appendix H2); indicate that their company will be listed on a sponsors poster to be posted during the conference and/or on the conference website
· Liaise with Facilities committee to consider provisions for space for conference delegates to obtain free coffee, juice, etc.; a voucher system is suggested so that charges are for consumed beverages rather than anticipated amounts 
· Arrange shuttle between hotels, facility, and local transit systems

· Arrange transportation for excursions including off-site sessions

· Confirm local transit services that may be used by delegates

· Liaise with Program committee;  brainstorm gifts for presenters

· Liaise with Program, Exhibits, MCIS committees and OAME regarding development of the program and website
· Liaise with Program & Speakers and Exhibits committees regarding listing of exhibitors and exhibit hours for program

	10
	· Liaise with Program & Hospitality, Exhibits, OAME regarding program layout 
· Request student volunteers from Student Volunteer committee; create job description(s)
· Request signage from Facilities committee
· Select and order gifts for presenters
· Liaise with Program and Facilities committees to create a list of AV and technology equipment required
· Liaise with Registration regarding fees and details on registration form / receipts; info re special diets needs to be included

· Liaise with Program committee; draft letter of invitation to honorary guests (eg. Mayor)

	9
	· Send letter of invitation to honorary guests, signed by co-chairs
· Liaise with MCIS regarding information re social events

	8
	· Arrange complimentary hotel reservations for feature speakers, Conference Co-chairs and OAME president in office at time of conference; photocopies of these reservations should be kept in case of last minute questions.
· Liaise with Exhibits regarding updates of exhibitor sponsorship

· Liaise with Registration committee for inclusion of social events on the registration form  
· Liaise with Exhibits committee to plan for exhibitor hospitality space (e.g., a place other than their booth to sit down during the day) 
· Inform OAME President of schedule of social events since he/she is expected to attend
· Establish fees for each social event; a nominal fee is suggested to predict attendance
· Liaise with Program, Registration and MCIS & Website committee; provide:

· information regarding hotel accommodations

· description of each social event and fees

· input on design of name tag (ie. tickets for events), including location and time

· Coordinate AV and social events with Program and Facilities 

· Each Committee member should be assigned a specific event

	7
	· Select menus and decorations for the various social events (e.g. banquet)
· Liaise with Program and Exhibits to align snacks/ refreshments and/or lunch with exhibitor time
· If appropriate, two complimentary tickets for refreshments may be included in delegate package (envelope)

	6
	· Create several hospitality flyers for the delegate package to include:  
· local eateries

· shows

· attractions

· transportation for off-site events for delegates and families

· shuttle schedule 
· etc…

· Highlight unique feature of local region, in particular those where connections to mathematics are possible; this provides an opportunity for increased local corporate support
· Collaborate with Registration, Program, Exhibits, and Promotions to create program 

· Negotiate, if possible, with venue for speaker gifts such as fruit baskets etc.
· Liaise with Program & Speakers to brainstorm gifts for presenters

	5
	· Arrange for snacks, refreshments and lunch for speaker lounge; if in a hotel, connect with catering to review menu and make selections 
· Liaise with Student Volunteers regarding sponsorship for costs associated with student volunteers

	4
	· Liaise with Exhibits and Promotions committee to create poster of social event with identified sponsors
· Liaise with Program & Speakers to select presenter gift

· Liaise with Promotions and Exhibits to create a poster of the conference social events with identified sponsors

· Liaise with Student Volunteers and Promotions committees re snacks (include water bottles) and lunch for students
· Confirm/arrange with the facility for the furniture, AV and decoration requirements for each social events

· Request from Program, Registration, Exhibits inserts for delegates package (envelope) and/or bag
· Reconfirm rooms for social events onsite

· Contact local restaurants for discount coupons for dinner during conference

· Confirm number of speaker gifts required; finalize order
· Liaise with Program and Facilities committees re meeting and workshop room layouts as designated by the speakers (w/Program); layout, decorations, staging and sets for social events and hospitality suites (w/Hospitality)

	3
	· Purchase speaker gifts 

· Purchase or arrange for door prizes for social events

· Create flyer for bags  promoting social events
· Receive items for delegate bags / packages; organize preparation of delegate bags

· Create schedule of assignments of committee members to social events

	2
	· Arrange schedule for hosting the speaker lounge
· Arrange for delivery of refreshments for the speaker lounge
· Promotion of speaker’s lounge to workshop presenters; prepare notice for speaker package (include drop-in hours); liaise with Program & Speakers committee regarding inclusion in speaker’s package
· Final payment and pick up of speaker gifts

· Purchase, if approved by budget, door prizes for social events
· Receive items for delegate bags / packages; organize preparation of delegate bags

	1
	· Set up schedule to supervise hospitality booth; collect tourist attraction brochures, maps, general local information, emergency information, and prepare messages for delegate (electronic, if available) message board
· Liaise with Program & Speakers and Student Volunteers chairs regarding snacks and lunch for student volunteers; purchase many cases of water bottles for committee members, speakers and student volunteers

· Liaise with Program & Speakers regarding speaker snack bags and gifts

· Liaise with the Registration committee to prepare registration packages

· Update Facilities and Program committees re number of delegates to date; update Hospitality committee of number of delegates registered for social events 
· Provide telephone at hospitality booth
· Arrange for beverages for speakers
· Collaborate with Program to ensure keynote speakers are met on arrival and that all transportation is available for them

· Liaise with Promotions; prepare delegate packages and coordinate preparation of delegate bags
· Organize hospitality suite and refreshments for committee members

	1 week prior
	· Co-chairs, Facilities chair, Hospitality chair and Registration chair meet with venue contact(s) to review contract 

· Prepare delegates bags on site (if possible) or off-site and then transport to site the day prior to the conference with the help of Promotions, Registration and other committees

	1 day before
	· Check that tables, garbage cans, etc. are in the appropriate rooms
· Pack delegate bags on-site, if possible; remember that bags take up a great deal of room and weigh about 3 metric tonnes

	0
	· Check with hotels to see if any feature speakers have not shown up for a room by the hour that the hotel releases reservations; if it is known that he speaker will be arriving, request that the hotel hold the room

· Manage social events, speaker lounge, and hospitality booth

· Send delegates who wish to purchase social event tickets to Registration desk; on-line registration and payment required

· Liaise with Registration, Promotions committees re Hospitality table (local info, delegate message centre, etc.)

· Be of help to keynote speakers, workshop presenters and delegates

	-1
	· Complete a report on the functioning of Committee for the conference co-chair 
· Include recommendations as required for the next Hospitality Committee
· Send letter of appreciation to sponsors


OAME Conference Planner – Hospitality Committee
October 2009







Page 1 of 5
OAME Conference Planner – Hospitality Committee
October  2009




Page 5 of 5

