CHECKLIST

PRINTING/GRAPHICS/PHOTOCOPYING

Registration Brochure Design/Layout
_____
Brochure Printing



_____
Workshop Notes



_____
Name Badge 




_____
Labels





_____
Envelopes




_____
Sign, Posters, Banners


_____
Participant List



_____
Evaluation Forms



_____
Confirmation Letters



_____
Misc. Registration Material


_____
Handouts – Photocopying


_____
Solicitation – RFQ



_____
MAILING
Registration Brochure Mailing

_____
Solicitation – RFQ



_____
Request/Confirmation Letters for Speakers
_____
Thank you Letters for Speakers

_____
Post Conference Materials


_____
FOOD AND BEVERAGE

Luncheons




_____
AM/PM Breaks



_____
ROOMS

Sleeping Rooms


Singles




_____


Doubles



_____

Suites




_____

Hospitality Suites


_____
AUDIO-VISUAL (Try to bring your own or contract yourself)
Slide Projector




_____

Overhead Projector



_____
VCR and Monitor



_____
LCD Display Panel for Overhead

_____
Microphones/Mixers



_____
AV Carts




_____
Computers




_____
Screens




_____
MEETING ROOM RENTALS

General Sessions



_____
Breakout Sessions



_____
Session Setup Type



_____
TRANSPORTATION

Bus/Van Rental (if necessary)

_____
Air





_____

OTHER

Promotional Items



_____

Speaker Gifts




_____

Awards




_____

Décor





_____

Photographer




_____

Entertainment/Music



_____

Security




_____

Offsite Activities



_____
