USE OF GUIDELINES
Each conference Co-chair will be supplied with the OAME Conference Planner, and supporting resources by the OAME Executive Directors.

All committees will be supplied with a copy of the PHILOSOPHY and POLICIES sections by the Conference Co-Chairs.  All committee chairs will be members of OAME.  If they are not members, conference co-chairs will arrange for these individuals to join OAME.  The costs of these memberships should not be included as an expense in the conference budget.
Each year, on the Friday prior to the October OAME Board of Directors meeting, the past, present and future co-chairs will be invited to a Conference Co-Chairs meeting.  The purpose of this meeting is to review the Conference Planner, share conference updates, and address any questions and concerns brought forward by the co-chairs.  This meeting will be facilitated by an OAME Futures Committee member.  (See POLICIES Section, Sponsoring Chapter for additional information.)
Conference committees are listed below.  

	Committee / Section
	Major Responsibilities
	Suggested # of Committee Members 

	Facilities & Equipment
	· Site selection

· Site negotiation

· Workshop room allocations

· Equipment for workshop rooms

· Software arrangements for workshops
	4-6

	Finances
	· IATS registration

· Budget supervision

· Issuing of cheques and deposits

· IATS deposit verification
	1-2

	Website / MCIS
	· Design, build and maintain conference website

· Website URL registration (www.oame<<year>>.on.ca) 

· Liaise with OAME MCIS coordinator

· Population of MCIS conference:

· Workshop proposals

· Exhibitor registration

· Delegate registration

· Oversee live activity of conference via MCIS
	1

	Program & Speakers
	· On-line speaker proposal framework for MCIS

· Approval of speaker proposals

· Keynote speaker invitations

· Program design and layout

· Speaker gifts
	2-3

	Promotions
	· Design of logo

· Soliciting of sponsors

· Promotion of conference at prior annual conference

· Research of conference bags, promotional items and conference t-shirts
	2-3

	Registration
	· Registration name tag design

· Posting of payments on MCIS for cheques received

· Delegate, speaker & exhibitor name tags

· Checking for MCIS registration duplications
	5-10

	Exhibits
	· Exhibit area framework for table registration via MCIS

· Research of potential exhibitor fees

· Solicit monies from exhibitors for major hospitality events, advertisement, etc.
	2

	Hospitality
	· Coordinate social events and speaker lounge

· Plan hospitality conference booth

· Request sponsorship for major events
	6-8

	Student Assistants
	· Seek out student volunteers

· Coordinate student volunteer transportation, schedules and training sessions
	2


Conference co-chairs will distribute relevant sections to each committee.
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