INTRODUCTION

A. PURPOSE OF ANNUAL CONFERENCE

The purpose of the annual conference is to provide continuing education opportunities for ILA members and to serve as the annual meeting of the membership.  Feel free to contact previous conference chairs as questions arise.  We are all committed to making the annual conference a fun and informative time for the Association.

Previous Conference Chairs:

2008 
Annie Adamson  (co-chair)


Elaine Leppert 
Caldwell Public Library 
(208) 459-3242
2006 /07 
Cathy Gray
ISU, University Library Center, IF
(208) 282-7849
2005
Mike Doellman 
Marshall Public Library
(208) 232-1263
2004
Cynthia Toppen 
Buhl Public Library
(208) 543-6500

2003
Sandy Pratt
Coeur d’Alene Public Library
(208) 769-2315

2002
Janet Strong
Boise State University Library
(208) 426-4321
2001
Larry Almeida
Hayden Lake Library
(208) 772-5612

B. SCOPE 

The conference is to include the following elements:

· Informational programs and continuing education activities arranged by the Conference Chair and Division Chairs.

· Commercial and non-commercial exhibits of interest to the Idaho library community

· Two general session business meetings for the ILA membership.

· Business meetings of each Division of the Association.

· Annual presentation of ILA awards.

· Annual Banquet.

· Entertainment, special events, tours and other activities of an educational and recreational nature, as determined by the Conference Committee.

C. ORGANIZATION 

The Annual Conference is held the first Thursday and Friday of October for two and one-half days.  There are also various pre-conference activities on the day preceding the opening of the Conference.  Dates may vary if joint conferences with other association are planned.  Conference dates are generally set three to five years in advance.  Effort should be made to avoid conflicting dates with other regional and national library association conferences.

Site Selection Chair, who is appointed by the Association President, shall investigate sites and make a site recommendation three to fives years in advance of each conference.  The recommendation of the Site Selection Committee is presented to the Association Executive Board for approval at least two years in advance.  Upon approval, the Site Selection Chair and/or the ILA President sign hotel contracts with the representatives of the facility selected.  A copy of each signed contract is forwarded is to be forwarded to Association Treasurer, President, and Site Conference Chair, when determined.  

Annual conference is to be scheduled to co-inside with school state wide in-service dates (October).  It is recommended that the Association President clear the conference date with the Pacific Northwest Library Association, the Idaho Commission for Libraries and neighboring state associations.  

The schedule of the conference is the responsibility of the Conference Committee.  It must include the elements listed under “The Scope of the Conference.”  A conference schedule sample is included in this manual.

All members of the Association should receive conference information on annual fall conference at least three months prior to the scheduled date, including the following:

· Conference date and location

· Preliminary program

· Pre-conference program(s)

· Registration information

In the past, this mailing included election information and ballots for the ILA offices.   However, recent experience has shown that there is a better response rate if the ballot is mailed separately.  

Regular conference announcements should be made during the 12 months prior to the conference on LIBIDAHO, and in various library and educational publication.

A conference website, which includes current and upcoming information about the conference   should be created and maintained six-months prior to the conference date.

The Conference Committee will develop a method of evaluating the conference, implement this procedure, and include the results in the final report on the conference which is submitted by the Conference Chair to the Executive Board of the Association at the next Executive Board Meeting following the Conference.

D. CONFERENCE COMMITTEE 

The Conference Committee is overseen by the Conference Chair and includes the following members:

· ILA Executive Board:

i. ILA President & Vice-president

ii. Division Chairs

iii. ILA Treasurer

· Local Arrangements Chair

· Exhibits Chair

· Program Chair (if one is assigned)

· Pre-Conference Chair (if one is assigned)

· Publicity Chair 
· Others as assigned 

CONFERENCE CHAIR

The ILA President, with the approval of the Executive Board, appoints the Conference Chair.  Recommend that Conference Chair lives in vicinity of Conference site.
The following list of responsibilities is intended only as a guide.  Every conference organizes its tasks based on committee member experience and interests, conference site location and other criteria.

 DUTIES & RESPONSIBILITIES
1. Plan, implement, and evaluate the conference with the assistance of the Conference Committee.

2. Coordinate conference committee activities, establishing a high level of communication between and among the committee and others.  Assure that deadlines are met.

3. Visit the site selected for the conference as early as possible to become familiar with the facilities and staff.

4. Identify keynote, luncheon and banquet speakers for the conference in consultation with the ILA President, Conference Committee, and Awards Committee Chair.

5. In cooperation with the Exhibits Chair, seeks financial support for conference events such as receptions, breakfasts, luncheon/dinner speakers, and for operations such as program printing.  The Hospitality Chair usually seeks material gifts that may be used for prizes, donations in registration packets or speaker gifts.

6. Provide for the selection of, and funding levels for, the various Division programs (each Division Chair develops 4-7 suggested programs for the conference after consulting with their membership).

7. Assigns presentation times for all conference programs and activities in coordination with the Conference Committee.  Coordinates with the Local Arrangements Chair to assign meeting rooms that meet the speaker equipment and other needs.

8. Develop the conference budget in consultation with other members of the Conference Committee and the Association President.  The Executive Board must approve the spending of Association funds for the Conference.  The conference budget is approved by the Executive Board at the January meeting, as are any proposed changes in registration and other fees.

9. Convene meetings of the Conference Committee, prepare an agenda for the meetings and ensure that the timetable is being met.  The initial planning meetings are held in conjunction with the Executive Board meetings.

10. Schedule monthly or bi-monthly meetings of the Local Arrangements Committee beginning in September, one year prior to the conference.

11. Maintain regular communication with the four Division Chairs to ensure conference programs are planned and scheduled in a timely manner.

12. Work closely with the Association Treasurer to ensure proper handling of Conference funds and prompt payment of all bills.  Refer financial questions to the Association Treasurer when there are uncertainties and questions of procedure.

13. Work closely with Division Chairs to ensure that information needed to complete speaker contracts is returned at least four (4) months prior to the Conference Date.

14. Confirm all arrangements made with speakers and others invited to appear at the Conference for their travel, housing, meals, and honoraria through WRITTEN CONTRACTS at least six (6) months prior to the conference date.  
a. A copy of each signed contract must be sent to the Association Treasurer and to those Conference Committee members needing confirmed speaker information.  

b. The Conference Chair must sign all contracts originating with a speaker.  

c. The IRS requires that all contracts include the speaker’s social security number to be valid (A blank IRS W-9 form should be included with the contract for the speaker to complete).

15. Prepare a final report including attendance, conference evaluation and other data, and submit to the Executive Board for the November meeting, or the next meeting following the conference.

PRE-CONFERENCE CHAIR

The Association President may appoint a Pre-conference Chair if there is a desire to hold more than one pre-conference.  The appointment should be made at least nine (9) months prior to the Conference.  The Pre-conference Chair works closely with the Conference Chair.  If a Pre-conference Chair is not appointed, the Conference Chair may handle pre-conference planning.  

DUTIES & RESPONSIBILITIES
1. Coordinate all programs, meetings and meals held on the pre-conference day.

2. Confirm all arrangements made with the presenter(s) through a contract.  The Conference Chair must sign all contracts, with copies sent to the Conference Chair, Treasurer and other appropriate Conference Committee members.

3. Coordinate with local arrangements to plan for meals, breaks, equipment needs, and hospitality on pre-conference day.

4. Attend all meetings of the Conference Committee as needed to maintain a close liaison with the Conference Chair, the Program Chair, the Local Arrangements Chair and the Exhibits Chair in assigning meeting times and spaces.

5. Ensure that all pre-conference workshops, meetings or programs are self-supporting and do not interfere with or detract from the conference taking place.  Every attempt should be made to accommodate needs within the hotel or conference center contract requirements to insure that there is no additional cost for meeting room space.

6. Work closely with the Conference Chair to ensure that funds for pre-conference programs and meetings are correctly encumbered and disbursed by the Treasurer.

7. Arrange for someone to introduce each speaker, and arrange for an attendance count to be taken at each pre-conference session

8. Provide information to the Treasurer for the registration form and to the Publicity Chair for pre-conference publicity.  Pre-conference registration, site map, and other information should be included with conference mailings.  May send e-mails and/or other communications to encourage attendance at pre-conferences.

9. Submit final report, providing attendance and other data, as well as any program evaluations that are separate from the overall conference evaluation.   This report is to be submitted to the Conference Chair no later than twenty-one (21) days after the close of the conference.

PROGRAM CHAIR

The Program Chair is usually the Conference Chair.  However, the Conference Chair may decide to appoint a Program Chair pending approval of the ILA Executive Board.  The Program Chair is the major coordinator of all conference programs and activities.  This chair works closely with the ILA President and the four Division Chairs in planning program content.

DUTIES & RESPONSIBILITES
1. Arrange and coordinate all activities and events planned for the conference. 

a. Work with the Division Chairs, standing or special committees of the Association, and any other person or group desiring space and time at the conference.  Division Chairs are to submit 4-7 possible programs or workshops, which reflect their membership interests.  Divisions, committees and other groups should be encouraged to jointly sponsor programs.

b. Programs must be submitted to the Conference Chair/Program Chair at least nine (9) months prior to the conference.

2. Work with the Conference Chair to develop a conference budget based on previous conference experience and anticipated attendance.

3. Contact keynote and luncheon speakers in writing to confirm:

a. Travel arrangements and expenses for travel

b. Meals

c. Housing

d. Honorarium

e. Equipment requirements

f. Special needs

g. Payment preference (at conference or mailed after conference)

4. Notify the Conference Chair, in writing, of the above arrangements for each speaker

5. Maintain close liaison with the Conference Chair, Local Arrangements Chair and Exhibits Chair in making program arrangements and in assigning meeting times and spaces.

6. Prepare preliminary program schedule for the Executive Board’s first conference planning meeting.

7. Submit final report, providing attendance and other data, and submit to the Conference Chair no later than twenty-one (21) days after the close of the Conference.

DIVISION CHAIRS

Each of the following three divisions of the Association elects a chair and chair-elect. 

· Academic/Special Libraries Division

· Educational Media Division

· Public Libraries Division

· The Trustees/Friends Division appoints a chair and chair elect (the position of chair-elect is optional)

The Division Chairs represent the four divisions on the Conference Committee and work with their division to identify and plan programs of particular interest to their membership.   Divisions are encouraged to submit jointly sponsored proposals.

DUTIES  & RESPONSIBILITIES

1. Contact division membership to determine program needs/interests.  

2. Submit 4-7 possible programs or workshops for the annual conference.

3. Coordinate with other Division Chairs in planning programs so the available funding can be used to the best advantage.

4. One year before the annual conference, the Conference Chair sends Division Chairs written information regarding procedures to be followed in preparing program proposals for the next conference.  The mailing should include information needed for program proposals, copies of the last three conference financial reports, the total estimated budget amount for Division programs, the procedure for approval of proposals, and the date of the first conference planning meeting.

5. Attend all meetings of the Conference Committee and maintain close communication with the Conference Chair/Program Chair between meetings.  

6. Meet deadlines.  Forward all necessary information to the appropriate committee member(s).

7. After the Conference Committee approves program funding, confirm arrangements set forth in the program proposals.  The Division Chair will notify the Conference Chair of any changes so the Conference Chair can prepare contracts for each program participant.  The Local Arrangements Chair must also receive updated information so appropriate hotel reservations, meals and hospitality arrangements can be made.

8. Arrange for speaker introductions, room monitors, and program evaluations.  Send this information to the Conference Chair and Local Arrangements Chair.

9. Prepare a final report including program attendance and other data, as well as any program evaluations, and submit to the Conference Chair no later than twenty-one (21) days after the close of the Conference.

LOCAL ARRANGEMENTS CHAIR

The Association President, in consultation with the Conference Chair, appoints the Local Arrangements Chair the year before the Conference.  The appointee should reside near the site of the Conference. 

This chair is the official liaison with the hotel or convention center concerning use of meeting and exhibitor facilities, food and beverage services, guest sleeping rooms, complimentary meeting and guest rooms, hotel equipment, and any other contractual or special arrangements and obligations.  

DUTIES & RESPONSIBILITIES
1. Visit the site selected as early as possible to become familiar with the conference facilities and facility staff.   Needed information includes, but is not limited to:

a. Conference facility floor plan, with meeting room sizes and capacities.

b. Technology availability - Internet access, fees, etc.

c. Complimentary meeting room, exhibit, and registration space; charges for any additional space.

d. Complimentary equipment supplied; charges for other equipment.

e. Availability and charges (if any) for tables and draping outside dining and meeting room areas.

f. Banquet meal menus and costs; meal guarantees.

g. Costs for drinks at no-host bars and if this is minimum sales requirement.

h. Number of sleeping rooms blocked for each night of the week of the conference.

i. Sleeping room rates; reservation deadlines; availability or reservation cards to enclose with pre-conference mailing.

j. Method used to determine the number of complimentary sleeping rooms given; confirmation that a complimentary suite is available for the Association President.

k. Availability of on-site storage space.

l. Preferred exhibit hall decorator.

m. Identify if facility will accept deliveries for organization, vendor, or display needs. Identify how packages should labeled and addressed to prevent misplacement and losses. And relay information to conference and exhibit chairs.

(Example: event, date of event, attn: conference center manager, address, include a phone contact for delivery companies)

2. Details regarding charges, complimentary space and equipment, sleeping room rates, deadlines, and blocks should be confirmed in writing. Last date Hotel will hold room block.
3. Responsible for all commitments for facilities and scheduling for Association-related programs and activities at the conference site.  Copies of all contracts must be sent to the Conference Chair and Treasurer.

4. Arrange for complimentary gifts for all presenters’, guest speakers, etc. (this include gifts to ILA members, who present sessions)

5. Attend all meetings of the Conference Committee and maintain close contact with the Conference Chair between meetings.

6. Work closely with the Conference Chair/Program Chair, Division Chairs and Exhibits Chair in assigning space and time to groups and individuals desiring meetings and programs at the conference.  Work closely with the Pre-conference Chair to assign space and time for desired pre-conference meetings and programs.

7. Appoint subcommittee chairs to ensure that the areas of responsibility listed below are adequately provided:

· Equipment

· Facilities

EXHIBITS CHAIR

The President appoints the Exhibits Chair.  The goal of the Exhibits Chair is two-fold:

· Bring as many vendors to the annual Conference as possible

· Convince every Conference attendee to visit the exhibits and talk with the vendors.  

If possible, the Exhibits Chair may want to serve for more than one Conference, as continuity with exhibitors is valuable.  Please note: lose availability to conference location is helpful.
DUTIES & RESPONSIBILITIES
1. Attend all Conference Committee meetings and maintain close liaison with the Conference Chair(s) and Local Arrangements Chair(s).

2. Request maps and information about the exhibit area, obtain name and phone number of the facility contact from the Conference Chair(s) or Local Arrangements Chair(s).  If possible, visit the facility.

3. Work closely with the Local Arrangements Chair(s) in planning space for commercial and non-commercial exhibits.  Identify events and activities related to the exhibits/exhibit hall/exhibitors.  The conference facility can usually supply a floor plan illustrating a sample booth layout for the facility.

4. Coordinates with hotel or conference center to provide for exhibitor phone, internet connections, and electrical needs of exhibitors.

5. Send invitations to potential commercial exhibitors, using lists from previous conferences and other contacts available.  Coordinate with the Conference Chair to include a list of proposed programs and activities.  

a. A follow-up mailing should be sent two months after the initial invitation.  All printing should be on Association letterhead.

6. Send interested commercial vendors a detailed exhibitor registration form, to include the following:

a. Statement of fees

b. Space and equipment assigned to the exhibits area

c. Set-up and takedown times

d. Exhibit times

e. Security arrangements

f. Address and telephone of person(s) who can handle problems

g. Any other information that may be needed by the exhibitors.

h. Conference registration packet (if available)

7. Assign booth spaces, taking care to separate vendors with similar products as much as possible.  Provide space for non-commercial exhibitors as close as possible, but separate from, commercial exhibitors.

8. Arrange for drawing prizes, contributions, registration packet gifts, and other activities determined by the Conference Committee.  A form to request donations may be included with the exhibitor invitation.
9. Confirm all arrangements with exhibitors in writing, including receipt for payment of fees.

10. Provide Publicity Chair with list of exhibitors, and a description of their products or services, to include in conference program.  

11. Solicits donations and corporate memberships from potential exhibitors.

12. Assure that ILA Corporate Members and Donors are recognized by booth signage and in the program.

13. Forward payment from the exhibitors to the Treasurer with documentation as soon as possible after receiving.  

14. Forward the meal count for Exhibitor meal tickets to the Treasurer and Meals Chair.  

15. Forward information on registered exhibitors to the Treasurer so name badges, meal tickets and program packets can be prepared.

16. Make arrangements with the exhibit decorating company most familiar with the conference facility to provide booths, draping, tables, table covering, carpet, and other exhibit needs. 

a. It is necessary to specify booth size, table size, and colors for draping and table coverings.  Eight by ten foot booths with eight-foot tables are standard.  If a written contract is required, the Association President must sign it.

17. Be present in the Conference exhibit area to welcome exhibitors and handle any problems that may arise during set up.  Distribute name badges and packets to exhibitors as they arrive.

18. Always be immediately available to provide assistance to exhibitors.

19. Arrange to have verbal reminders during Conference programs and meals to encourage people to visit the exhibits.  Personally invite ILA members into the exhibits area so activities are well attended!

20. Send letters of appreciation to all vendors letting them know how much we appreciate the support they give the Idaho Library Association and the library community through their participation in ILA conferences.  Include special appreciation to vendors who donate items for drawings and/or table arrangements, or who sponsor Breakfast with the Exhibitors or other Conference activities and events.

21. Submit final report, providing attendance and other data, as well as any exhibit evaluations that are separate from the overall conference evaluation.   This report is to be submitted to the Conference Chair no later than twenty-one (21) days after the close of the Conference.

Brainstorm Ideas for Programs
· During the November Annual Conference planning session with the Executive Board & Division Chairs, the Conference Chair should encourage divisions or round table groups to consider offering pre-conference opportunities as well as sponsoring conference programs.
Follow Standard Program Planning Processes (Division Chairs, Idaho Commission for Libraries staff, Round Table Groups, etc.)

· Contact Division membership and request feedback on training needs

· Identify the continuing education needs based on responses

· Clearly identify the target audience

· Identify likely presenters

· Project number of participants and estimate the registration fee required to break even

· Prepare program proposal(s), usually due before the January Executive Board meeting, and send to Conference Chair

· Work with Conference Chair to draft presenter contract.  Paid presenter contracts must be signed by the ILA President

· Review with presenter the detailed program plan, how you will evaluate its effectiveness in meeting your goals and objectives, the target audience and their expectations, etc

· Design evaluation tool based on measurable objectives

· Coordinate with Conference Local Arrangements Chair for break or lunch menus and determine costs

· Provide registration costs and other information to the Conference Registrar and Publicity Chair for registration packet and program

· Coordinate with Local Arrangements for room set up, equipment, communications, etc.

· Contact target audiences not included in registration packet mailing if appropriate

· Visit Pre-conference/Conference site (if possible) and determine facility or communications requirements

· Communicate with presenter(s), arrange for hosting, meeting at airport, etc.

· Introduce the speaker yourself, or arrange for introductions

· Staff the Pre-conference check-in desk for registrants

· Have someone present to monitor the meeting room, distribute and collect evaluation forms, and trouble shoot as needed

Publicity

· In addition to the registration mailing by the Conference, the pre-conference planners are encouraged to contribute information that can be posted on the Conference Website, and to undertake additional publicity to specialized e-mail groups that would not be targeted by the Conference, or to send news releases to publication that will reach a specific audience.  Always send copies of communications to the Conference Publicity Chair.

Determine Pre-Conference Registration Cancellation Date

· If the pre-conference is dependent upon registration fees to achieve a break-even or profit status, set a review date approximately two weeks after the close of early registration to decide if the session will go forward as planned.  The review date may also be dependent upon the contractual agreement with the pre-conference speaker(s).

Cancellation

· If a pre-conference is cancelled, the planners are responsible for contacting registrants’ of session cancellation.  The Treasurer will reimburse registration fees. 
The ILA Executive Board has not set an amount of profit to be made by the annual conference.
Pre-conferences are to be self-supporting, and expected to provide a profit.
REGISTRATION CATEGORIES  
· ILA Member (Must be current paid member of ILA)  
· Early registration

· Regular or on-site registration

· Non-ILA Member
· Early registration

· Regular or on-site registration

· First Time Attendee, Student, Friend, Trustee, Retired, Unemployed, Promotional Member

· Early registration

· Regular or on-site registration

· Exhibitor 
· As a courtesy, all Exhibitors should receive a copy of the Conference registration form in addition to the Exhibitor registration form.  Exhibit’s Chair will include with Exhibitor’s registration mailing.
· Non-Registrant

· Some Conferences have allowed non-registrants to purchase event or speaker tickets without registering for the Conference, or purchasing a meal.  Confusion can result unless speaker-only attendees are seated separately (at meals, for example).  Decisions to allow this will vary from conference to conference.
BASIC PLAN FOR SETTING FEES  

The Conference Committee will review previous conference attendance, fees, hotel or conference center charges, etc. and propose to the ILA Board appropriate fees.  Using figures from previous conferences, ask the following questions:

· Average number attendees from similar sites (North, Central, South)

· Average number of hotel rooms reserved

· Average amount of hotel expenses compared to current proposed costs

· Average amount of meal expenses compared to current proposed costs

· Average amount of expected speaker expense

· Average amount of expected equipment expense

Calculate the lower number of expected attendees divided by the higher expected expense amount to determine registration fee.  Add an administration fee of $7.00 per person ($5.00 for printing, mailing, committee costs, etc., and $2.00 for ADA fee).

REGISTRATION GUIDELINES       
Early Registration   Reduced registration fees are offered in order to encourage early registrations.  Early registration allows planners to project revenues vs. expenditures and stay within the conference budget.  It also provides adequate time to pre-process registrations, receipts, meal tickets, etc.

· Early Registration – the cut-off date is usually four to six (4-6) weeks prior to the conference.  Registrations must be post marked on or before the cut-off date to qualify for early registration reduced fee.

· Regular Registration – Postmarked or received after early registration cut-off date, or at the conference site.

Pre-Conference Registration   The Treasurer/Registrar will include fees for pre-conference(s) in the registration form.

Registration Fees for Non-ILA Members   Non-member registration fees are generally $20.00 more than ILA member registration fees. 

Exhibitor Registration   The Exhibits Chair develops the exhibitor registration form, and obtains copies of the conference registration form from the Treasurer/Registrar, and sends copies of both forms to potential vendors.  The Treasurer/Registrar receives the completed registration form(s) and payment, and notifies the Exhibits Chair of payment.  
ADA Fee.  All ILA conferences, pre-conferences and workshops will assess an ADA fee as one element of the registration fee.  The ADA fee is currently $2.00 per person per day of the activity.

RESPONSIBILITIES

Treasurer/Registrar provides direction to the Conference Chair relating to fiscal procedures and past financial data.  The Treasurer also develops the registration form in consultation with the Conference Committee.  

Exhibits Chair provides information concerning number of available spaces for exhibitors; exhibit costs of tables, table draping, exhibit registration and other expenses.

Local Arrangements Chair/Meals Chair provides information concerning meal costs, facilities arrangements and costs, equipment availability and costs, hotel reservations with number of complimentary rooms, and charges if rooms are not sold.

Program and/or Pre-conference Chairs provides information about session fees to include on registration form.

ILA Board approves personal and exhibitor registration fees as part of the proposed conference budget.

(SUGGESTED) POLICIES AND GUIDELINES

Joint Conference Policy, Operations and Fiscal Allocation Statement

· It is critical that the Associations involved carefully create a joint policy statement that covers the expectations, operational procedures and allocation of profit or loss for the joint conference.  This policy statement needs to be presented to each Association Board for approval at the beginning of the planning process.  (See OLA/WLA 2002 joint conference policy).

Communications

· Set-up electronic group email or listserv communications early and include conference committee members from both Associations.  Each Association is welcome to add other officers to the group email/listserv.

Association Traditions

· In addition to the joint policy statement, the Joint Conference Committee can expect to regularly discuss and agree upon ways to handle “traditions” that are often unrecognized until the subject comes up in the planning process.

Differing Expectations for Profitability

· The ILA Board plans for the annual conference to make a profit, but does not identify a specific profit level.  Other Associations may establish a specific figure for expected profit.  This issue should be dealt with early during creation of a joint policy statement.

Credit Card Payment Options

· ILA does not currently accept payment via credit cards.  Many Associations provide this option.  In order to facilitate the registration process, the joint policy agreement should outline how credit card payments will be handled.

Joint Conference Committee Positions & Responsibilities

· Although conference positions are generally split between each Association, e.g. ILA and PNLA Conference Co-chairs, Program Co-chairs, etc., the Joint Conference Treasurer should be a single position.  A single individual needs to be fully responsible for receiving, logging, paying bills, making final reports and closing the Joint Conference books.

· Similarly, the registrar needs to be at one location so all registrations are received, logged, and a single database can be used for multiple purposes.  Often one Association has handled the registration process before the Joint Conference, and the other Association has managed the registration desk activities during the Conference.

Exhibits

· Because Exhibitors will be attending one conference instead of two, exhibit fees are usually raised, though not doubled.  

· Even though the exhibitors will have a larger audience, the Exhibits co-chairs will need to make an extra effort to fill the large exhibits hall with 80 or more booths & tables.

· Providing tables at a lower price vs. a single price for all booths is a variant.  For example, Oregon does not ask their State Library to pay for a table, but Washington does.  This topic will need to be negotiated.

Corporate Sponsors

· As a rule, Corporate Sponsors seem more willing to underwrite joint conference activities because of the larger audience.

Communication

· Consider Communications Co-chair positions in order to understand the various ways that information and marketing can be distributed throughout the two Associations.  Each Association needs to carefully review publications and assure that missing information is incorporated.

· The Communications Co-chairs may divide their responsibilities with one responsible for publishing the registration booklet and joint conference program, while the other creates and distributes information releases.  

The Conference Committee needs to determine the primary location for the Joint Conference Website and assure that links are created from the other Association Website.

CONFERENCE SCHEDULE

The Conference Schedule has evolved over the years to meet the changing needs and circumstances particular to a given site or year.  There are, however, some programs, meetings, and activities that have consistently worked well on specific days or at specific times.  They are listed below.  

WEDNESDAY


· Pre-conference programs

· Meetings of non-ILA groups

· ILA Executive Board Meeting (usually held in the afternoon)

· Evening social activity

THURSDAY

· Breakfast with the exhibitors 

· Keynote speaker (morning)

· Exhibits grand opening (morning)

· First ILA membership business meeting 

· Luncheon program w/speaker

· Theme & Division Programs

· Round Tables/User Groups

· Exhibitor reception

· Dinner (Awards Banquet or Special Event w/speaker)

FRIDAY

· Breakfast with the exhibitors 

· Division business meetings 

· Education/Media

· Public Library

· Academic

· Friends/Trustees

· Theme & Division Programs

· Round Tables/User Groups

· Second ILA membership business meeting

· Dinner (Awards Banquet or Special Event w/speaker)

· President’s Reception for Executive Board & Conference Committee

SATURDAY

· Executive Board Meeting (morning)

· First meeting of new board – usually scheduled for 3-4 hours to include meal

CONFERENCE TIMELINE

The following outline gives a general timetable for the major conference planning tasks.  It by no means includes every detail involved in planning.  

	MONTH
	DATE
	ACTIVITY
	DONE


[image: image1.wmf]
	RESPONSIBILITIES

	One year prior to conference
	Oct-Nov

Early Nov.

Mid-Nov.


	Confirm conference facility contract w/hotel or convention center / Visit Conference site

Prepare Conference budget

November Executive Board Meeting:
· Prepare agenda for first Conf. Committee meeting 
· Approve Conference Budget
· Solicit -programs from Division Chairs – remind them of deadlines

Solicit volunteers to help local conference committee

Hold first local committee meeting to develop theme, logo, ideas, etc.

Set up electronic communication (email group).  Include: 

· Conference Committee 

· Local Arrangements Chair & Subcommittee Chairs

· Association President

· Division Chairs

· Exhibits Chair

· Treasurer/Registrar


	
	Conference Chair/Local Arrangements Chair

Conference Chair

Association President

Conference Chair

Executive Board

Conference Chair

Association President 

Conference Chair

Local Arrangements Chair

Conference Chair

Local Arrangements Chair

Conference Chair

	December
	Early Dec.

Mid-Dec.
	Local Conference Committee Mtg.
Agenda:

· Review assignments

· Review budget

· Brainstorm keynote & other luncheon speakers
· Assign tasks 
Review/revise contract with conference facility

Prepare agenda for January Executive Board meeting


	
	Conference Chair

Local Arrangements Chair

Local Committee members

Conference Chair

Conference Chair



	January-February


	Early Jan.

Mid-Jan.

Mid-Feb.

	January Executive Board Meeting:

· Conduct second Conference Committee meeting 

· Program proposals due

Local Conference Committee Mtg.

Agenda:

· Discuss/approve program proposals
· Decide on Keynote/Special Events speakers
· Develop tentative program schedule
First mailing to Exhibitors

Send publicity to Library organizations, LIBIDAHO and Library publications
	
	Conference Chair

Division Chairs

Conference Chair

Local Arrangements Chair

Local Committee Members

Exhibits Chair

Publicity Chair

	March
	Mid-March
	Deadline for Division Chairs to have speaker contract info to Conference Chair. 


	
	Division Chairs



	April
	Early April

Mid-April


	Send reminders to Division Chairs if they have missed speaker contract deadline 

Make meeting room assignments for programs and other activities

Send contracts to all Conference speakers and panelists with cover letter and publicity information form.

Preliminary menus to Conference Comm.

Send second mailing to exhibitors
	
	Conference Chair

Local Arrangements Chair

Conference Chair

Local Arrangements Chair

Exhibits Chair

	May-June

May-June


	Mid-May

Late- May

Late-May

Early-June

Mid-June

Mid-June

Late-June


	Send program and publicity information to Idaho Librarian by May 15 to be included in July issue

Confirm meeting room assignments with facility

Send program equipment and room set-up needs to Local Arrangements Chair

Meet with Conference facility staff to review Conference plans

Send Program information to Publicity Chair

Send Treasurer signed speaker contracts

If necessary, remind Division Chairs that signed contracts are due

Confirm final meal menus

Make hotel reservations for: 

· Speakers and guests

· ILA President

· Conference Chair

· Treasurer

· Exhibits Chair

Inform Treasurer that reservations have been made

All program and publicity information for pre-registration mailing due

Assemble mailing labels for pre-registration mailing

Order hotel reservation cards for pre-registration mailing

Print materials for pre-registration mailing.  Mail pre-registration materials at least two months prior to Conference.

Discuss billing with Conference facility

Speaker travel plans, lodging and hospitality needs due 

Send reminder notes to speakers

Exhibitor registration deadline; send exhibitor list to Publicity Chair
	
	Conference Chair

Publicity Chair

Local Arrangements Chair

Conference Chair

Division Chairs

Other Program Planners (i.e. State Library staff, et al)

Conference Chair

Local Arrangements Chair

Conference Chair

Conference Chair

Conference Chair

Local Arrangements Chair 

Local Arrangements Chair 

Local Arrangements Chair

Publicity Chair

Treasurer

Local Arrangements Chair

Publicity Chair

Local Arrangements Chair

Division Chairs receive plans & send to Conference/ Program Chair

Division Chairs & other program planners

Conference/Program Chair

Exhibits Chair



	August – September

October


	Early-August

Late-August

Early-Sept.

Mid-Sept

Late-Sept.

2nd week in Oct.

Mid-Oct.

Early Nov.
	AV equipment needs due to Equipment Chair

Program monitor assignments due

Names of people introducing speakers due

Final copy of Conference program due

Print Conference program, business meeting rules, evaluation forms, and other material

Determine head and reserved table seating arrangements

Establish tentative meal counts and inform Local Arrangements Chair

Meet with conference facility convention & catering services to reconfirm all arrangements including billings and payment methods

Send monitors forms with duties and assignments

Send hospitality committee members instructions regarding their assignments

Send speakers letters detailing arrangements for airport pick-up, registration, etc.

Compile registrations packets

Compile registration packets

Assign complimentary rooms & VIP treatment

Final pre-conference meeting with conference facility department managers to review arrangements

AFTER CONFERENCE

Send thank you letters to speakers, conference committee, subcommittee and others

Compile Conference evaluation forms

Write final conference reports and submit to the Conference Chair no later than thirty-five (35) days after the close of the Conference.
	
	Division Chairs

Conference /Program Chair

Division Chairs

Other program planners

Local Arrangements Chair

Division Chairs & 

Other program planners

Local Arrangements Chair

Conference Chair

Publicity Chair

Publicity Chair

Conference Chair

Treasurer

Local Arrangements Chair

Conference Chair

Local Arrangements Chair

Local Arrangements Chair

Division Chairs

Other program planners

Conference Chair

Publicity Chair

Local Conference Committee

Local Arrangements Chair

Conference Chair

Local Arrangements Chair

Conference Chair

Local Arrangements Chair

Division Chairs

Other program planners

Conference Chair

Local Arrangements Chair

Exhibits Chair

Treasurer/Registrar

Division Chairs

Publicity Chair




ILA Conference Manual
page 1 of 23
Introduction – Section 1

January 2007


_1188041347

