2005 Seminar Planning Task List

	No.
	Task
	Lead
	Deadline
	Status

	
	Seminar Committee - Planning
	
	
	

	1. 
	Committee Members 
	
	
	

	2. 
	Lead Assignments
	
	
	

	3. 
	Seminar Budget Developed
	
	
	Continue updating

	4. 
	ARMA/ICRM Liaison – CRM Maintenance, displays, materials
	
	
	

	5.
	Speaker arrangements/confirmations 
	
	
	

	
	Speaker 1- Peter Gottlieb
	
	
	

	
	Speaker 2 – Nancy Flynn
	
	
	

	
	Speaker: Nan Kunde 
	
	
	

	
	Technology: Ilumen
	
	
	

	
	Technology: Stellent
	
	
	

	
	Technology: Legato
	
	
	

	6. 
	PRB – Sponsorship
	
	
	

	7. 
	Speaker Biographies/Photos
	
	
	Waiting for Peter & Kunde’s pic

	8. 
	Speakers Confirmation letters & forms
	
	
	

	9. 
	Speaker handout materials 
	
	
	

	10. 
	Speaker A/V Equipment Needs
	
	
	

	11. 
	Speaker – transportation
	
	
	

	12. 
	Speaker – hotel arrangements
	
	
	

	13. 
	Speaker – gifts
	
	
	

	14. 
	Speaker – airport to/from pickup
	
	
	

	15. 
	Pre-conference – dinner, ice-breaker
	
	
	

	16. 
	Speaker introductions – assignments
	
	
	

	17. 
	Speaker billing, payment
	
	
	

	18. 
	Thank you letters
	
	
	

	
	Seminar Facility 
	
	
	

	19. 
	Facility Site and Contract
	
	
	

	20. 
	Meeting Room Arrangements
	
	
	

	21. 
	Facility Parking Arrangements
	
	
	
	
	

	22. 
	Facility – Web site, directions, etc.
	
	
	
	
	

	23. 
	Meeting Equipment – A/V, Registration Tables, easels, microphones
	
	
	
	
	

	
	Meals and Breaks
	
	
	

	24. 
	Caterer 
	
	
	

	25. 
	Meal selections
	
	
	

	26. 
	Continental breakfast, breaks
	
	
	

	27. 
	Finalize numbers with caterer
	
	
	

	
	Seminar Registration
	
	
	

	28. 
	Registration Committee assignments
	
	
	

	29. 
	Registration methods, payment procedures developed: mail, phone, email, Web – with form messages
	
	
	

	30. 
	Registry of attendees
	
	
	

	31. 
	Name badge preparation
	
	
	

	32. 
	Registration Confirmation letter
	
	
	

	33. 
	Payment processing – to Treasurer
	
	
	

	34. 
	Certificates of Completion
	
	
	

	35. 
	Session Handouts – from speakers
	
	
	

	36. 
	Agenda and Session Evaluations 
	
	
	

	37. 
	Package handouts to be printed
	
	
	

	38. 
	Seminar event/handouts printing
	
	
	

	39. 
	Signage – Event, sponsors, scholarships donated by … 
	
	
	

	40. 
	ARMA booth and materials
	
	
	

	41. 
	Registration Table staffing 
	
	
	

	
	Publicity
	
	
	

	42. 
	Communication Plan
	
	
	

	43. 
	Brochure/flyer designer
	
	
	

	44. 
	Brochure printing
	
	
	

	45. 
	Brochure – labels
	
	
	

	46. 
	Handouts – Printing
	
	
	

	47. 
	Cover letters developed 
	
	
	

	48. 
	Brochure – Committee mail prep.
	
	
	

	49. 
	Brochure – Mailing sponsors
	
	
	

	50. 
	Web site brochure
	
	
	

	51. 
	Email distribution lists
	
	
	

	52. 
	Publicity Release – newspapers, radio stations
	
	
	

	53. 
	Membership Committee – coordination
	
	
	

	54. 
	Get RIMM proclamation from Governor
	
	
	

	55. 
	Articles in ARMAdison newsletter
	
	
	

	
	ARMA Vendor Participation
	
	
	

	56. 
	Develop and mail invitation letter to prospective vendors
	
	
	

	57. 
	Vendor promotional materials for distribution
	
	
	

	58. 
	Vendor sponsorship opportunities
	
	
	

	59. 
	Vendor displays, vendor show
	
	
	

	60. 
	Vendors evaluation and follow up
	
	
	

	61. 
	Student/Education Promotion 
	
	
	

	62. 
	Technical College, university outreach
	
	
	

	63. 
	Student scholarship sponsors
	
	
	

	64. 
	Other educational promotions at the Seminar
	
	
	

	65. 
	Letters to schools, teachers
	
	
	

	66. 
	Vendor member promotions
	
	
	

	67. 
	Educational material handouts /  Include in promotional materials
	
	
	

	
	Seminar Day & Followup
	
	
	

	68. 
	Seminar package
	
	
	

	69. 
	Announcements: Welcome, housekeeping (restroom, lunch, break plans). Sessions: complete evaluations, certificates of completion, other
	
	
	

	70. 
	Trouble shooting: Late arrivals, temperature, acoustics, equipment, timing, etc. 
	
	
	

	71. 
	Registration checking help – registration packets and badges
	
	
	

	72. 
	Distribution of completion certificate – at last afternoon break
	
	
	

	73. 
	Speaker gifts
	
	
	

	74. 
	Payments – facility and caterer, other
	
	
	

	75. 
	Clean up, collect evaluations
	
	
	

	76. 
	Tabulate evaluations
	
	
	

	77. 
	Accounting – revenues and expenditures
	
	
	

	78. 
	Report to Board 
	
	
	

	79. 
	Thank you letters: Speakers (with evaluations), sponsors, scholarship supporters, committee members
	
	
	

	80. 
	Article for newsletter
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