LESSONS LEARNED 

Southern Section technical Conference Experiences

Goal

Compile experiences of the state Chapters into a single “Guide for Hosts” – checklist 

Pre-conference Planning

· Start early!

· Get planning committee together as often as possible. Designate persons to lead the following aspects;

· Registration

· Speaker Solicitations

· Vendor Solicitations

· Social Outings

· Outreach

· Conference Schedule and Logistics

· 1st step: set date!  When doing this make to sure to consider other conferences

· 2nd step: lock in conference center

· 3rd step: secure hotel rooms (may be associated with conference center)

· 4th step: Establish theme (if any) for the conference

· 5th step: Develop long list of potential topics/speakers and key note speakers

· 6th step: Issue periodic “save the date” announcements

· 7th step: Issue call for presenters and vendors ASAP!

· 8th step: Develop draft schedule with co-current tracks for air and waste sessions, fill in presentation slots as speakers are confirmed.  Conference is typically 2 and half days with a half day social outing provided before or after the formal conference.

· 9th step:  Establish dinner and lunch programs to be offered and if any keynote speakers will be invited during this social meal program

· 10th step: Establish what types of social outing(s) may be offered for conference attendee and their spouse

· 11th step: Assure a draft schedule is available no later than 2 months prior to the event

· 12th step:  Assure speakers are confirmed and all presentation slots filled one month prior to the event.

Hotel Considerations

· Consider and price room rates between hotels and conference centers

· Rates may vary with location and time of year

· Assure that the hotel has a good conference center or that there are hotel options very close (within walking distance) of the conference center.

· Assure government rates are available and checked by hotel

· The type of conference center and location should be considered; participants may want to use the event in decisions to bring family (resort type of location), proximity to southern section states (if it is in a rote corner of the state then participants may be deterred from traveling to the event, ability to drive or fly to the conference, ability to offer a golf outing

· The space for vendors to set up should be very close or in a room where conference participants must pass through. 

· let attendees know that it impacts room rate if they do not stay at conference hotel

· some hotels offer a “not make # of rooms” margin. E.g., 10%

· if special conference rate can be extended to the weekend = potentially beneficial

· internet access: free vs. pay

· parking costs must be accounted for

· conference room: some provided free if certain $ amount spent for food

· A/V equipment: some provide, some don’t 

· tax exempt status: will hotel consider or not? SS has tax exempt status. Chapters?

· not necessary to be right in the middle of the city

· sometimes cheaper outside city

· Up front request for partial payment or a down payment.  This may also be waived if lodging and conference center costs are secured with a credit card. 

· Internet access may be an added charge

· Review and understand what the options/costs are for the conference center

· Assure that there are enough separate rooms for the breakout sessions and that the rooms have enough seating capacity.

Food

· Determine if outside catering is needed or even allowed.  Start the process of arranging for morning breakfast services, break services, and dinners at least two months prior to event. 

· Don’t order too much, food costs are always a big-ticket item.

· Typical problem with buffets is that too much food is ordered, always order less than the head count indicates

· Be aware of potential additional charges over actual food costs. E.g., service charges, etc.

· Order food based upon consumption with a provision that allows for a subsequent request for more.

· Have a good understanding with the food/beverage provider that a designated Chapter person must be consulted before bringing out additional items.

· Keep in mind provisions for special dietary needs

Conference Fee

· Rate should be structured  with higher cost for non-member followed by Chapter Associate member with International member be lowest cost.  Exceptions would be student members and government employees 

· Rates should be structured that encourage international membership 

· Consider first-time member incentives

· Consider renewal of expired membership incentives

· Consider gifts for signing up as a member when registering for the confere

· Consider allowing for one-day attendance

· Standard conference fee: members $285; non-members $360

Registration

· Online vs. e-mail,  Constant Contact is one platform that may be used.  It is highly recommended that some form of online registration process be used and that an option be provided on-site to easily handle day of registrations.

· Assure that some form of CEUs/CLEs is offered and certificates are provided.  Not all of the professional licensing boards accept a CEU/CLE unless it is certified by an accredited agency.

· HQ can help with CEU process and can offer registration service but will charge a per person service fee.

Agenda

· ½ day sessions may be better up front or at end depending on location and audience

· Offer a social-driven event prior the afternoon prior to the morning start of the actual program – e.g., golf outing

· evening social event – may consider YP to take ownership of this.

· Last morning needs to be regulatory updates to keep everyone there

· Keynote presenters should be established as soon as possible.  These high profile speakers have busy schedules and likely will not be able to participate if reaching out only a few months ahead of the event.

· Get out a save the date flyer ASAP!  Almost after the end of he previous years conference.

· Post event on National A&WMA site.

· Ask all board members to go through business cards for potential speakers and vendors.

· Allow time in program for scholarship presentations, ethics class, etc

· Time should be set aside for participants to visit vendors

· Offer door prizes or raffles for everyone visiting vendor/sponsor area. Provide vendors raffle tickets that can be handed out by vendor to participants when they stop at their booth. Offer varying levels of raffle tickets for those who just stop by or for those whom actually engage vendor.

