	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.



Facilities & Equipment Committee

	Note:
	The chairs of all committees will meet regularly with the conference co-chairs.

	See also:

	· Philosophy:  Aims and Objectives 
· Policies 
· Site Selection & Negotiation 


	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
	· Conference co-chairs and Facilities & Equipment chair visit all eligible sites in the area.; keep accurate notes and files with details pertaining to:

· Exhibitor area

· Computer labs
· Number of workshop rooms (25-30 desired)
· Size of rooms

· Location of rooms

· Layout of rooms

· Screens, whiteboards, flip charts, LCD’s, outlets, internet ports and/or wireless internet, etc. available in each room

· 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

	25-24
	· All decisions related to site selection are to be included with “request for sponsorship” of a conference submitted to OAME/AOEM Executive Committee and then the Board of Directors, for approval.

	23-20
	· 

	19-18
	· Recruit committee members; persons who are technical, organized and logistical are needed here.  (Consider having some members who have contacts with AV, computer and signage companies.)

· Begin to draft a budget; consider AV / technology equipment required and extra power (see month 10)
· Liaise with Hospitality; select banquet location, if not done during months 29-26

· Select signage company (consider printer used to create flyers, promotional material, etc.)

	17
	· Edit / revise budget; conference with co-chairs when necessary
· Liaise with MCIS and Exhibits committees to finalize location of exhibits area and allocation of tables (numbered)
· Liaise with Exhibits and MCIS committees regarding:

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

· layout of exhibitor tables (number and location), with map(s)
· Liaise with Hospitality re presenter Hospitality booth / area and speaker lounge 

	16
	· Edit / revise budget; conference with co-chairs necessary
· Liaise with Exhibitors and Hospitality regarding onsite sponsored social events

	15
	· Finalize budget and submit to the Finance committee
· Collate exhibitor contact information, including representative name, address, telephone number, email address
· Liaise with Promotions and Hospitality regarding sponsorship of social events

	14
	· Visit conference site.  Review the details of the SITE SELECTION & NEGOTIATION
· Arrange for Conference Main Office (including storage and distribution of AV equipment) and Student Volunteer Office at venue.

· Inquire regarding costs for extra power that is needed (e.g. computer labs, exhibitor area – extra load on circuits), exhibit table piping and drapery, security, posting of signage, etc.; cost out external suppliers if possible / feasible / advantageous

· Timing of exhibits area set up and tear down, and use of storage elevator
· Arrange for a room for the Tuesday prior to the conference that can be locked; this room will be used to store delegate bags, equipment, etc.
· Liaise with Program, Hospitality and Exhibits regarding social events and exhibit hours
· Liaise with Program; MCIS & Website chair 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
	· Liaise with Student Volunteers committee to arrange for headquarters for student volunteers
· Liaise with Facilities regarding set up and tear-down of exhibit area OR hiring of company to do so

	12
	· Observation of current year’s conference (conference layout and signage)

· Re-visit conference site 
· Liaise with Program & Speakers committee regarding AV equipment requests through online speaker proposals

	11
	· Liaise with Hospitality 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

	10
	· Confirm required mechanical, electrical, and AV supports, exhibit security and setup

· Liaise with Program committee to create a list of AV / technology equipment required.  Consider:

· 25-30 LCD projectors 

· 25-30 extension cords

· 12-15 power bars

· 25-50 laptops (if no computer labs on-site)

· Wireless internet access (up to 1 login per room; 25-50 for computer labs, depending on scheduling)

· 4-6 Interactive Whiteboards
· 4-5 overhead projectors

· 25-30 flip charts

· 5-6 microphones (for larger rooms)

· Cell phones for all committee chairs

· Connect with local school boards to arrange for loan of any/all of the above AV / technology equipment; otherwise, make arrangements with site and/or external companies
· Receive signage requests from committees

· Request student volunteers, if necessary; create job description(s)

	9
	· Liaise with MCIS & Website chair to provide necessary details regarding Setup Conference area of MCIS, including:

· time slots

· events

· rooms


	8
	· Coordinate with Program (AV) & Hospitality (social events)
· Liaise with Exhibits committee to plan for exhibitor hospitality space (e.g., a place other than their booth to sit down during the day) 
· Request student and teacher candidate assistants; provide a brief job description and necessary qualification (e.g. use photocopier, set up IWB, etc.)

· Arrange for photocopying on-site (speaker, delegates or committees)

· Send out invitation to committee chairs and Executive Directors for a request for signage

	7
	· Liaise with MCIS and Program & Speakers committees; populate the parameters of MCIS registration to prepare for live date, including:

· time slots

· rooms

	6
	· Liaise with Student Volunteers chair to discuss master schedule and assigned tasks for student volunteers 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.
· Liaise with Exhibits, Registration, Promotions and Hospitality regarding signage needs
· Liaise with Program committee regarding speaker needs, including room set up, AV requests, etc. 

	5
	· Liaise with Registration committee to arrange for 6-8 laptops and 2 printers for registration desk for live online registration (wireless preferred), as well as physical arrangements for registration area (attempt to locate it close to the Hospitality booth) at the conference; four stations are required:

· pre-registration

· on-site registration, including a section for new registration (project 10% walk-in registrations) and a section for incomplete registrations (ie. money owed)

· speaker registration

· exhibitor registration 

	4
	· Arrange for administrative, session door, special events and hall movement signs (plan for flexibility in signs)

· Arrange for computers, AV and/or refreshments  to be moved into venue two days prior to conference

· Liaise with Program and Hospitality 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)
· Liaise with Registration to finalize name tag design 

· Liaise with Program regarding signage needs

· Liaise with Exhibits to arrange for several carts from facility for exhibitor loading / unloading
· Book items required by speakers that haven’t been obtained

· Confirm contracts for required mechanical., electrical, and AV supports, exhibit security and setup

	3
	· Confirm meeting rooms layouts (draw pictures if there are special needs) and allocations

· Check with venue regarding adhesive for signage and easels for large foam-core posters

	2
	· Liaise with Student Volunteers chair to prepare individual schedules for student volunteers
· Liaise with Program and Registration committees regarding expected attendance, program, hotel maps, and session room assignments; use Excel spreadsheet to create schedule of needs per room; include:
· Room number

· Session name

· Presenter name(s)

· AV / technology equipment requested (map out location)
· Software requested

· Room layout, including presenter table
· Room capacity

· Session Proposal (SP) code

· Workshop session number

· Date

· Period

· Liaise with Student Volunteers chair to create schedule for student volunteers (use Facilities Excel spreadsheet) specifically assignments per workshop room

· Review signage needs
· Update Registration committees re number of delegates to date; update Hospitality committee of number of delegates registered for social events 

· Confirm and arrange for the receipt of equipment and supplies that will arrive, and for pick up / return of all equipment at the end of conference

· Liaise with Registration to arrange for 

· laptops in registration area for live online registration (wireless preferred) 

· printers (2) for printing of receipts and name badges for on-site registrations

	1
	· Liaise with Program chair to finalize room assignments, arrange for speaker parking, loading and unloading of speaker equipment and materials, etc.

· Liaise with Student Volunteers to finalize schedule for student volunteers (Excel spreadsheet created by Facilities chair) 

· Visit conference site

· Test cell phones on site

· Determine the location of signage
· Update Hospitality and Program committees re number of delegates to date; update Hospitality committee of number of delegates registered for social events 

· Arrange for username and passwords for sessions requiring internet use

· Arrange for software to be used by presenters to be loaded to computer labs (on-site) or laptops (borrowed)
· Attend to any special needs such as room changes, extra tables, etc.

· Arrange for delivery and set-up of equipment in all rooms at appropriate times 

· Arrange for a list of committee chairs cell phone numbers; distribute list to committee members

· Liaise with OAME/AOEM Awards Chair and/or President in displaying award winners prominently (poster, looping PPT)

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

	1 day before
	· Transport AV / technology equipment to site

· Check session rooms for appropriate room layout, AV / technology equipment, installation of appropriate software in computer labs

	0
	· Set up registration, hospitality booth and special events area

· Hang banners and signage (poster, looping PPT, etc.)
· Liaise with Exhibits committee to monitor set up and tear down of exhibits
· Display OAME/AOEM award winners 
· Monitor set up of session rooms and exhibit area

· Monitor any necessary room or layout changes per day; liaise with site regarding any necessary changes

· Take down signage at end of conference

	-1
	· The conference co-chairs and key people meet with the facility for debriefing / negotiating session; this provides conference members with the opportunity to clarify any contract issues before payment

· Complete a report on the functioning of the committee for submission to co-chairs making recommendations for next Facilities & Equipment committee 
· Write letters of appreciation to appropriate persons 
· Monitor payments to suppliers
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