	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.



CONFERENCE CO-CHAIRS:  GENERAL INFORMATION
	· Each OAME/AOEM Annual Conference should be headed by two compatible persons with equal responsibility for the event.  The Co-Chairs need to share the responsibilities and respond to questions, while conferring frequently.
· Preferably one of the Co-Chairs should have access to secretarial assistance and should have the time to make telephone calls, send faxes, etc.  (a classroom teacher usually has neither the time nor the facilities to do so).

· The Conference Co-Chairs will hold regular (eg. Monthly) meeting with all committee chairs once they are selected.

· Pay attention to team building in the two year before the conference.  Consider the choice of committee chairs, as the commitment is long term.  It is important to have committee members feeling part of an informed team capable of dealing with all unforeseen questions.  They need to know “what has been covered” by others.

· Committee members should be suitably rewarded for their efforts.  Committee Chairs should be accommodated on site during the conference as there are always unexpected details.  Usually the hotel will provide some complimentary rooms.  This needs to be clarified (hospitality rooms should be specified).  We assume this does not imply complimentary bedrooms for all committee members.

	Timing
	The time frame for producing a conference actually takes three years with preparation and planning, production, and post-conference tasks.

	Reporting
	Co-chairs are to report in writing to the OAME/AOEM Executive Committee at all Executive meetings.  A co-chair or chapter representative is to report in writing to the OAME/AOEM Board of Directors at their scheduled meetings.  The OAME/AOEM Executive Committee’s and Board of Directors’ meetings and dates can be confirmed through the Chapter representative or the Executive Director(s).

	Philosophy and Policies
	These are outlined in these guidelines.  They are to be honoured.  If there are points of contention, contact the Executive Director(s) of OAME/AOEM for clarification and, if necessary, approval for change may be sought from the OAME/AOEM Executive.

	Committees
	The division of responsibilities for the OAME/AOEM Annual Conference is outlined with individual time frames in these guidelines.  Regular meetings should be held for reports from committee chairs and monitoring of committees’ responsibilities.

	
	· Each conference will introduce new ideas which may require additional committees.  Some ideas which should be considered include:

· a display of student work

· a pre-conference event to promote mathematics

· an on-site copy centre

· ongoing entertainment


	36-31
	· Discussion and commitment of a chapter to host an OAME/AOEM Annual Conference
· Identification of potential conference Co-chairs
· Reading of “Guidelines for OAME/AOEM Annual Conference Planning Committee”
· Site inspections and selections (See SITE SELECTION AND NEGOTIATION SECTION)

	30-26
	· Preparation of a “Proposal to host an OAME/AOEM annual Conference” for the OAME/AOEM executive Committee.
· OAME/AOEM Executive Committee and Board of Directors approval of host chapter and their proposed arrangements
· Appointment of Conference Co-Chairs
· Signing of a contract with OAME/AOEM

	24-13
	· Contact with local Boards of Education re possible designation of Professional Development Days at the time of the proposed conference.

· Selection of committee chairs

· Register domain name (www.OAME<<year>>.ca) 
· Development of committees

· Commencement of activities by committees
· Recruitment of speakers, exhibitors, promotional materials, sponsors

· Final negotiation with facility regarding rooms, services, charges, and the signing of the contract

· Determination of fees and expenses; preparation of Annual Conference Financial Template;  refer to Budget Template Definitions
· Complete accounting, auditing , and banking procedures determined

· Commencement of promotion of conference to potential delegates.
· SUBMIT ANNUAL CONFERENCE FINANCIAL TEMPLATE TO THE EXECUTIVE DIRECTORS FOR APPROVAL at least 13 months prior to the conference

	12-1
	· Development of pre-registration procedures

· Continuation of promotion of conference to potential delegates

· Confirmation of arrangements regarding speakers, exhibitors, facilities/needs, personnel, scheduling, hospitality, transportation, and event tickets

· Registrations and confirmations

· Sponsors secured

· Use of online evaluation template for MCIS

· Development & distribution of program booklet

· Preparation for awards

· Development of evaluation sheets

· Arrangements with OAME/AOEM Executive Director(s) to have the site identified in liability coverage

	1
	· Acknowledgement and support of conference committee members

· Training of registration committee members and student assistants

· Continued communication with staff of selected site (eg. establish line of authority, safety deposit box, security)

· Preparation of delegate bags

· Notification of media

· Monitoring of conference deliveries to the site

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

	Day 1
	· Open the registration desk (on the Wednesday night prior to the conference), the hospitality suite, the speaker lounge, exhibits, student assistants suite

· Check speaker arrangements, gifts, etc.

· Audit attendance and, with the Hospitality Committee, confirm catering numbers with the facility

· Deal with issues / problems that may arise

	Days 2 and 3
	· Conduct session and event checks

· Deal with issues / problems that may arise

· ENJOY THE CONFERENCE!

	Post-conference
	· Prepare and send letters of appreciation

· Pay conference accounts

· Summarize comments and recommendations from conference evaluation sheets

· Audit conference revenues and expenditures

· Prepare an interim financial report for the Executive Director(s) for August 1st following the conference.  

· Prepare conference report and distribute to OAME/AOEM Executive Committee, upcoming Conference Co-chairs, and the OAME/AOEM Futures Committee Chair.

· Prepare a final financial report to be submitted to the February OAME/AOEM Board of Directors meeting following the OAME/AOEM Annual Conference.  (See POLICIES:  Finances)
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