	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.



MCIS & WEBSITE COMMITTEE
	Note:
	· The chairs of all committees will meet regularly with the Conference Co-chairs.

· The MCIS Coordinator is appointed by the OAME Executive to support MCIS Conference Administrators, year to year

· The MCIS Administrator is the committee member with responsibility to input / update / revise the Annual Conference MCIS.


	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.

	36-31
	·  

	30-26
	· 

	25-24
	· Request to be added to upcoming MCIS conference; this will allow chair with the opportunity to explore the Conference Set Up

	23-20
	· Liaise with Finance committee and co-chairs to register domain name (www.OAME<<year>>.ca) at www.cadns  ($70/2yrs); includes 4-5 email addresses (e.g. chair@oame2008.ca , exhibits@oame2008.ca ) + server space ($4.95 US / month) or use chapter website
· Liaise with OAME appointed MCIS Coordinator to create conference framework of MCIS OAME Annual Conference.  This will include name of hosting chapter or group, date, and logo.  The MCIS Coordinator will assign rights to the MCIS & Website chair, and will support him/her.

	19-18
	· Begin to draft budget; consider website registration and honorarium for OAME MCIS Coordinator (suggested $500)

· Liaise with Program & Speakers, Registration and Exhibits committees to gather information for MCIS framework, website design and layout
· MCIS Coordinator will train the MCIS & Website chair and co-chair(s), using the MCIS training manual [LINK HERE]; training will focus on set up of conference information, speaker proposals and exhibitor proposals.

**Note to Greg:  Consider recording training session using IWB recorder – save and archive to OAME website.**
· MCIS & Website chair assigns rights, if necessary, to Program & Speakers, Facilities, Exhibits, Finance and Registration chairs, as well as Executive Director (will help to support resetting of passwords and online help with registration)
· Design website (www.OAME<<year>>.ca) or use chapter website; include

· logo

· conference theme

· conference highlights

· general information

· keynote speakers

· links to registration via MCIS and registration form

· exhibitors

· major sponsors

· accommodations

· maps

· PDF of program

· email addresses for conference and committee chairs

	17
	· Edit / revise budget, if necessary

· Continue to design website, adding additional information as it becomes available

· Liaise with Facilities and Exhibits committees to finalize location of exhibits area and allocation of tables (numbered)

· Liaise with Exhibits and Facilities committee; 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)
· Receive exhibits layout from Exhibits chair
· Create Exhibits layout on MCIS conference, Organizer Supporters ( Exhibit Hall Maps (upload floor maps here) and Add / Modify Tables for Exhibit Hall (create exhibits tables for selection during registration)

	16
	· Edit / revise budget, if necessary

· Post message on website indicating live date for exhibitor registration and session proposals

	15
	· Finalize budget and submit to Finance

	14
	· Receive IATS code from Finance for entry into MCIS conference

· Liaise with co-chair(s) and Program & Speakers committees; MCIS & Website chair receives information and begins to populate the parameters of MCIS, including:

· conference description (focused on conference theme) 

· welcome message

· strands

· grade level

· days of the conference
· Liaise with Program & Speakers and Facilities chairs; MCIS & Website chair receives information and begins to populate the parameters of MCIS including:

· AV / technology equipment needs to be made available (request that presenters bring their own laptops for presentation purposes)
· session format
· session maximums
· room allocations

	13
	· Test MCIS exhibitor and session proposals prior to live date
· Train the Exhibits chair to access MCIS exhibitor data, and the Program & Speakers chair to review MCIS functions related to session proposals (ie. flagging sessions, emailing speakers directly from webpage, etc.)
· Liaise with Promotions chair regarding promotional updates to website

	12
	· Support Program & Speakers committee members to recruit speakers at current conference

	11
	· MCIS exhibitor and session proposals go live!

	10
	· Post message on website indicating live date for delegate registration
· Monitor exhibitor and session proposals

· Liaise with Finance and Registration committees to gather information for MCIS registration, including fee structure

	9
	· Continue to post updates on website based on committee requests

· Monitor exhibitor and session proposals

· Gather information regarding social events to be posted on MCIS
· Liaise with Hospitality regarding information re social events 

· Liaise with Registration chair to provide necessary details regarding Setup Conference area of MCIS and website, including:

· events

· fee structure

· registration process, including steps to be listed on the website and in program / brochures / posters created:

· register and select session FIRST and get an MCIS #

· pay within 14 days of selection

· include OAME Executive Director(s) phone number and email to help delegates register

· Liaise with Program & Speakers and Facilities & Equipment committees to provide necessary details regarding Setup Conference area of MCIS, including:

· time slots

· rooms
· time slots

· building and room information

· fee structure

· accommodation information

· map links and other website links

	8
	· Continue to post updates on website based on committee requests

· Monitor exhibitor and session proposals 
· Liaise with Program, Registration and Hospitality committee; provide description of each social event and fees and provide input on design of name tag (ie. tickets for events), and include location and time
· Populate MCIS Setup Conference area, including:

· special (social) event 

· session and plenary rooms

· fee structure

· accommodations (hotel or residence)

· links (e.g. major sponsors, restaurants, etc.)

· MCIS Coordinator will train the MCIS & Website chair and co-chair(s), using the MCIS training manual [LINK HERE].  Training will focus on set up of delegate registration.  (This training can be attached to October board meeting.)

**Note to Greg:  Consider recording training session using IWB recorder – save and archive to OAME website.**

	7
	· Continue to post updates on website based on committee requests

· Session proposals are closed
· Monitor exhibitor proposals
· MCIS mock registration field testing; liaise with Registration committee
· If no program is printed, liaise with Program and MCIS committees to post program on MCIS conference
· Liaise with Program & Speakers and Facilities & Equipment chairs; populate the parameters of MCIS registration to prepare for live date, including:
· time slots

· rooms

	6
	· Continue to post updates on website based on committee requests

· Liaise with Exhibits committee; close online Exhibitor registration via MCIS, if not already full 

· Liaise with Program Committee to transfer session proposal to conference session list via MCIS
· Liaise with Registration committee regarding design of receipt format and name tag  
· Receive registration form from Program & Speakers committee chair to be posted on website
· Liaise with Finance chair to ensure refund policy (admin fee of $25) and post-dated cheque policy (none to be accepted) are posted on Conference page of MCIS and website

	5
	· Continue to post updates on website based on committee requests

· MCIS delegate registration goes live! (Enable Conference Registration)

· Liaise with Program committee; post Program and PDF of registration form on MCIS
· Monitor MCIS registration process and provide support to registration committee.

	4
	· Continue to post updates on website based on committee requests

· Continue to monitor registration process and provide support to registration committee
· Liaise with Registration finalize name tag design

	3
	· Continue to post updates on website based on committee requests

· Continue to monitor registration process and provide support to registration committee
· Liaise with Registration committee to create PDF of name tag, labels for envelopes (name and MCIS #) and receipts

	2
	· Continue to post updates on website based on committee requests

· Continue to monitor registration process and provide support to registration committee
· Liaise with Registration and Program & Speakers committees regarding anticipated attendance for each session

	1
	· Continue to post updates on website based on committee requests

· Continue to monitor registration process and provide support to registration committee.

	1 week
	· Close MCIS online registration (Disable Conference Registration)
· Liaise with Registration chair to print name tag batches using MCIS (Generate BATCH PDF)

	0
	· Open MCIS online registration for on-site registration (Place Registration in Conference Mode)
· Open MCIS online Evaluations

· Close MCIS online registration at the end of the conference

	-1
	· Complete a report on the MCIS & Webiste Committee for the conference co-chair

· Include recommendations as required for the next MCIS & Website Committee 

	-3
	· Close MCIS online Evaluations
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