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Reserve Location/Rooms


Audiovisual Equipment (Laptop, projector, microphone), 2 laser pointers

Room Set Up


Place for registration


Place for exhibitors


Place for food

Food


Breakfast


Lunch


Beverages, including water
Program


Conference theme


Meeting agenda


Speakers:


Topics & Title of presentations




Sponsors for speakers? Possibly ask the speaker if they know of a



company that would sponsor them


Get Power Point presentations from speakers for handouts 
Send speaker confirmation letter, send map or directions to speakers


Put together folder w/agenda, evaluation forms, Powerpoints, business meeting 



agenda
Brochure


Design brochure – get guidelines of content from Education Officer
(Include speakers, credentials, topics, agenda, CEU’s, BRN number, refund policy, location, directions, contact information, payment information)


Email copy of brochure to CSCR Education Officer for approval prior to mailing

Mail to membership around 6 weeks prior to conference

Coordinate with Website Administrator to create on-line registration form, email reminders and event information to be posted on Website

CEU’s

Send speaker CV’s and agenda to Education Officer to determine CEU’s for conference.  1 CEU for each 50 minutes of lecture w/ 10 min allowed for questions and transition between speakers

Review BRN guidelines for CEU requirements.


Get CEU certificates for participants; complete them ahead of time, if possible
Registration


Assign person on your planning committee to be Registrar


Assign additional people to help with on-site registration

Verify membership status of those registering as members.  May be done on website.


Coordinate with On-line registration person to include on-line registrations

Create database with Name, address, phone number, email, facility, Lic. Number, payment information

Create sign-in sheet with name, lic. Number, payment information

Complete Financial Transaction Form

Copy checks and Financial Transaction form to keep in your file and send originals to Treasurer

Business Meeting


Email board as to who will be at your conference & see if they have business 

Items for meeting Business meeting agenda for conference day

Misc. 


Get honorarium checks from the treasurer before the conference


Speaker thank you’s and possibly speaker gifts


Name tags, pens, sponsor/exhibitor board or signs

Post Conference


Thank you’s to speakers, vendors, exhibitors


Send evaluations, speaker CV’s, handouts, etc. to Education Officer

Make copies of all receipts, checks, etc.: Mail checks to CSCR Treasurer as well 



as receipts for expenses

Lessons learned:  

Have the Web Master advertise the conference on the CSCR website and have 


him send out a reminder email about a week or two before the conference

We advertised at our hospital as well as the CSCR membership


Have your speakers use a flash drive for all presentations and only use ONE computer.  If speakers try to use their own computers, it takes valuable set up time, and some computers may not be compatible with the projector system.

If you want to get all evaluations back, designate one person to collect the evaluation forms and then hand out the CEU certificates when the evaluation form is received.

We had a slide show of our rehab center and pictures from the AACVPR national meeting running during breakfast & lunch – participants really enjoyed it
We also offered an optional tour of our rehab center during lunchtime

We had a woman who sells Brighton jewelry & gifts set up a small “store” so participants could shop during breaks.  She donated 10% of sales to CSCR.  The participants LOVED IT!

