Organization A/Oganization B/Organization C Tasks
2015
	Duties
	Description
	Group

	Marketing
	Produce and distribute in a timely manner marketing material for the combined Annual Conference, including, at least: press releases; advertising copy; brochures; broadcast faxes, etc.
	

	Call For Abstracts
	Produce and submit
	

	Registration 
	Collect registrations and payments; confirmation notice/receipt; process payments; prepare appropriate reports; produce badges, social event tickets, etc.

On-site Registration is to be staffed by both Associations.
	

	Proceedings
	Responsible for coordination between Management Companies and Publisher. Track distribution method: i.e. shipments or on-site distribution. At conclusion of meeting account for copies left.
	

	Directory of Registrants
	Provide an alphabetically arranged listing of attendees.
	

	Post-Meeting Directory
	Make available to both Associations, within three (3) weeks after the Conference, the Final List of Registrants/Attendees.
	

	Program Production
	Receive and acknowledge abstracts.

Arrange the Educational Program Committee Meeting (EPCM).

· Designated staff members of both Associations along with 

       Program Committee to attend.

After EPCM, notify authors of disposition and program                    assignments.
	

	Prelim Program, 

Final Program
	Produce after the EPCM, the Prelim Program, containing a schedule of sessions and other general information, and distribute to all databases. 

Produce Final Program Brochure no later than one month prior to Conference to include Exhibitor Directory
	

	Exhibits and Sponsorships
	Oversee all aspects of the commercial exhibits and aggressively seek new exhibitors as well as enhance the participation of current ones. Specific tasks included, but not limited to:

· Contracting with a General Decorator 

· Producing & distributing Exhibitor Prospectus

· Allocation of booth space

· Collection & accounting of booth fees

· Disclosure to both Associations of a weekly sales report

· Maintaining updated database for sales calls


	

	General Operations
	Arrange and contract for all facilities and services:

· Hotel

· Food & Beverage 
· Audio Visual 
· Security
· Off-site program
Negotiate the best available rates for all facilities and services commensurate with high quality. 

Arrange for and obtain all required Cancellation/Interruption Insurance and licenses for the Conference.

Arrange and supervise: 

· Booth assignments                     Furnishings 

· Meeting Space Scheduling         Signage  

· Committee Meetings                  Food & Beverage 
	

	Post Conference Logistics
	· Evaluation tabulation

· Financial statement/final accounting
	

	Contracts
	Coordinate the authorized signatures of association executives. 
	

	Budget & Financial Reports
	Establish budget, produce monthly financial reports and maintain GIS/CAMA checking and money market account.
	

	Monthly Payout


	Provide 15% payout to IAAO and URISA each month based on gross cash receipts for conference registrations, exhibits and sponsorships 
	

	Completion of annual distribution & accounting


	90 days after the conclusion of the Conference
	


Note: $10,000 is being held in the GIS & CAMA account as start up funds for 2006 expenses.
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