CONFERENCE COMMITTEE ASSIGNMENTS
	COMMITTEE
	COMMITTEE DESCRIPTION
	COMMITTEE MEMBERS

	Conference Program
	Create the program schedule; develop the agenda; solicit presenters and collect synopsis and biographies per presentation; 
	

	Program  Booklet
	Produce the lay-out and coordinate printing of the conference program booklet; work with Advertising Committee on program ad lay-out/space; work with Program Committee on the schedule and other workshop information.
	

	Workshop Logistics
	Solicit and coordinate volunteers for:  workshop moderators; ensure conference room set-ups are in order, e.g., flip charts, markers, etc.;  Work w/Program Committee re presenter needs; Solicit AV equipment from Portland and other  TRIO programs  to offset high cost of hotel AV equipment.
	

	Registration
	Manage and monitor the registration process; Work w/NASP Treasurer to coordinate payments.
	

	Registration Table/Program Packet
	Manage and monitor registration activities during the conference. Prepare program packet for distribution. Work w/Lois on lists of registered participants to include special meal requests and meal tickets.
	

	Welcome and Newcomers Reception
	Develop program/activities for reception.
	

	TRIO Achiever’s Luncheon
	Develop program; work with TRIO Achiever’s Committee to develop recognition portion of the program; Develop seating arrangements
	

	President’s Dinner
	Develop the program; develop seating arrangements; work with Friends of NASP for the Fundraising portion of the program.
	

	Alumni Involvement
	Develop a method to include Alumni’s into the program.  NASP funds will most likely be unavailable for alum travel costs.
	

	Advertising
	Solicit advertising for the program; work with Program Booklet committee for layout, printing, deadlines, etc.  Also work with the web team to post the advertisements.
	

	Donations
	Solicit funding to subsidize conference costs, e.g., conference bags, give-aways, participant souvenirs, TRIO Achievers Luncheon, President’s Dinner, conference materials, etc.
	

	Recognitions

	Work with the various award committee members to organize event(s) during the conference recognizing our various award recipients (Pearl Hill Scholarship, Pearl Hill Professional Award, Scholastic Achievement Award, TRIO Achievers, retirees, Lifetime Membership inductees).
	

	Evaluations
	Develop conference evaluation tool (possibly online); distribute and collect per conference by working with Workshop Logistics folks, and compile.  Submit the compiled evaluations to the board electronically for archiving.
	

	Conference Online Interface
	A website presence for the conference is important.  As other committees develop conference news items, announcements or forms they should be posted to the web and the listserv.
	

	Conference Promotions
	Develop a plan for promoting the conference inside and outside of the region.   This is independent of advertising, although it can be handled by the same committee.
	

	FON Fundraising
	FON is an ongoing function of the Region, but it is important to assign responsibilities relating to the conference so that they don’t drop off the radar.  For example, their space and storage needs during the conference.
	Friends of NASP Committee Co-chairs


