
ARRANGEMENTS CHAIR RESPONSIBILITIES
(revised 2016 – Charlie Crabb)
You are the detail person. The smooth running of the conference depends on you. Don’t be sur​prised when people make changes at the last minute; it’s to be expected and the hotels are used to it. Every time you change something the hotel will make out a separate contract for each room or request for each day.

Site Selection

· Site selection needs to start at least four years ahead of the conference date.

· In conjunction with the site selection committee, determine possible venues in the cities selected as potential conference locations.

· Visit the properties to determine they are a good match for the conference.  This includes:

· Reasonable room rates

· Adequate space but not so much space that we cannot “control” most of the conference facilities

· Meeting rooms are sufficient size and number to meet our needs

· Meeting rooms are in the same general location to allow for easy movement between sessions

· Ceiling heights allow for the use of a 10X10 screen on a riser

· Appropriate space for commercial displays, poster sessions and refreshment breaks
· Reasonably close to a major airport with shuttle service

· Appropriate flexibility for in house support for A/V

· Easy access to alternate restaurants for meals

· In conjunction with the conference chair, assist the business manager in negotiations of the contracts for the conference site.  Review the draft contract for:
· Appropriate number of meeting rooms (reserve space for 3 concurrent sessions), commercial display space, registration area, and speaker/council room

· Appropriate room concessions including complimentary suite for the Conference Chairperson and some room upgrades at conference room rate.

· Room concessions (1 free room night for every 50 room nights booked)
· Audio/visual service

· Speaker breakfast

· Evening receptions
· A reasonable food and beverage minimum
An example of a conference facilities needs outline that can be used to solicit proposals from prospective hotels is attached as Appendix A.
Pre-Conference Preparations
· Plan at least one council meeting on site a year ahead of the conference
· Once the draft program is complete confirm the number of concurrent sessions each day.  Release extra rooms if appropriate 
· At least three months before the conference tour meeting areas with banquet manager and A/V company contact.  You should include the council members responsible for the program, poster sessions, commercial displays to help ensure all the details are covered.  Check that:
· Meeting rooms lay out plans are correct, you will need to be very specific and indicate requirements for each room individually 

· Orientation of the room is correct based on aspect ratio, line of sight issues and ability to accommodate the appropriate number of people
· Seating setup needs to be very specific, for instance set chairs in 2/3 classroom followed by 1/3 theater
· Indicate if a riser is required and if they are required in breakout sessions 

· Ensure each room has a podium with functional reading light
· Public address system is functional
· Proper number and location of microphones have been ordered.

· Make sure public address system has operator if needed. If full-time operator is not needed, know where controls are located for turning off and on and for making volume adjustments.
· Make sure to order a wireless microphone for each session.

· Ask hotel, or A/V contractor to provide extra batteries for the wireless microphones and have them at the podium. Also make sure that someone knows how to replace them. 
· Make sure attendees will be provided with access to fresh water in each of the rooms and the plans including refreshing the water. 

· Re-confirm space for commercial displays and posters

· Re-confirm location for registration

· Confirm location for loading the field trip buses
· Working with the program chairperson, confirm that the coffee breaks are scheduled at the right times.
· Be certain to limit the number of gallons of coffee for each room.

· Limit the timeframe, for instance if the break is 30 minutes allow 15 minutes before and after for setup and break down. 

· Do not allow the hotel to leave the refreshments setup, because they will continue to refresh and charge extra if you go over your allotted amounts. 
· Ensure the plan to have the Speaker/Council Room available starting on Sunday before the conference.  Ensure the room will be accessible each early each day.
· Work with hotel catering to select set up the following:

· If in the hotel select the menu for the Council Dinner on Monday night

· Select what will be served during AM and PM breaks

· Confirm no host bar for Tuesday and Wednesday evening receptions
· Select what food items will be served Tuesday (light snacks) and Wednesday (heavy hors d'oeuvres)
· Select food for Wednesday morning speaker breakfast (normally set the number to be served at 70)
· Determine who is going to supply computers, projectors, remote controls, laser pointers and necessary cabling
· Make the initial assign Complementary Rooms

· Depending on the booking agreement, the hotel will supply complementary rooms based on the number or rooms reserved by conference participants.  The normal concession is one free night for every 50 room nights.
· Complementary rooms should be for (in priority order):

· Conference Chairperson (this should be the President’s Suite)
· Keynote speaker
· Registration staff
· Program Chairperson
· Conference Chairperson-elect
· Other conference committee members
· Make sure incidental charges such as room service or phone calls are not charged to the conference account.

During the Conference
· Check that:

· Meeting rooms are set up correctly, you will need to be very specific and indicate requirements for each room individually. 

· Confirm seating setup is as specified.
· Make sure there is water available in the meeting rooms.
· Arrange for water containers and glasses near podium. Know where clean glasses are.
· Coffee breaks set up and broken down at the right times.
· Limit the number of gallons of coffee served.

· Limit the timeframe, for instance if the break is 30 minutes allow 15 minutes before and after for setup and break down. 

· Do not allow the hotel to leave the refreshments setup, because they will continue to refresh and charge extra if you go over your allotted amounts. 
· Confirm A/V is set up and operating as needed each day.  
· Confirm the A/V contact for the day.  
· Locate light switches - may be in more than one location.

· Set up:
· Remote control for PowerPoint
· Laser pointer to be used with PowerPoint.
· Know who is responsible for heating or air conditioning controls. Find out who to contact if adjustments are necessary.

· Be sure hotel is aware of any evening sessions so rooms will be ready.

A/V Equipment
· Equipment - ask for everything individually - projectors, screens, remotes to advance the PowerPoint program, etc. You’ll need:

· Screen (10 x 10 feet). Rent if necessary (make sure you account for concurrent sessions, you will need a screen for each. Depending on the shape of the room you may need 2 screens in the general session (one screen can then be moved a concurrent session).

· Digital Projectors (one or possibly two for the general session and one for each concurrent session) 

· Tables or stands for projectors.

· Extension cords (ample) with adaptors.

· Miscellaneous (in a box).

· Felt tip pens, pencils, pens

· Transparent tape, masking tape, painters tape to secure cords to the floor
· Thumb tacks, paper clips

· Scissors, screwdriver, extra power cords

· Registration supplies

· Volunteer operators
· Projectionist and light persons (qualified only!).
· Appendix B is a recommended text to help orient those who will serve a projectionists
· A schedule of who is working when and brief memo describing when you would like to meet with them should be placed in each of their registration packets.

·  Provide a thorough orientation. Go over operation of the lights and projector. Define their responsibilities.
· Let them know where you will be in case of difficulties.

· Public address system operator (may be same person as projectionist and/or light person.

· Session chairs:

· They will explain to speakers how AV equipment works -microphone, laser pointer,

projector remote, who their projectionist and light person are. May need more than one helper per speaker.

· Make sure the A/V support technician can reach you if there is a problem.
· During the break, check with each session chair to make sure everything is running smoothly.

Commercial Exhibits
· Confirm with the hotel when access to room is needed
· Work with the Commercial Exhibit chairperson to: 

· Determine the numbers of spaces needed

· Determine whether the exhibitors need access to power or wifi

· Through the Commercial Exhibit chairperson communicate with exhibitors about exhibit policies, shipment receiving, and set up and breakdown times.
· Ensure that adequate space is available to have a reception and no-host bar in or adjacent to the commercial exhibits
Registration On-site

· For registration arrange for two six-foot tables, placed end-to-end or in a “L” shape depending on available space, covered with tablecloths; four chairs. Make sure there is ample room for registration packets, several lap-top computers and a printer.
· For recording CE credit arrange for one six-foot table, covered with tablecloth and chair opposite registration table
· Arrange for electrical connections and LAN or wifi access at the registration and CE tables

Food and Beverage Service 
· Make sure that you are aware of the negotiated catering budget for the conference, since most hotels require a catering minimum.
· Council Dinner – Check with hotel, they may comp a dinner (not likely but ask) for the council members (usually Monday night) or the council may opt to have a dinner off site. If they do, identify the appropriate venue and make reservations to accommodate council and special guests.
· Receptions 
· Tuesday evening provide a no host bar and serve snacks

· Wednesday night provide a no host bar and heavy hors d’oeurves including a carving station served in or adjacent or within the commercial exhibit space

· Recommend 2 bars on opposite sides of the room to accommodate guest needs. Talk to hotel, if they will waive fees if a minimum number of drinks are sold. 
· Speaker Breakfast - Buffet style breakfast is held the morning of the second full day of the conference (Wednesday normally). Arrange for approximately 70 people, this would include speakers and council members.
· AM/PM Breaks

· Be sure catering manager knows when breaks occur (in booking agreement).

· Held in the AM & PM each day of conference. No breaks on the field trip day.  General rule of thumb for breaks 30 minutes in the morning and 30 minutes in the afternoon with 15 minutes before and after for setup and take down. Arrange for breaks in each breakout session.
· There are 22 cups in a gallon of coffee. Pay by the gallon.

· Soft drinks charged per can so make sure that all breaks have a time limit or limited number of drinks put out.

· Work with catering to fine tune the amount of drinks and food place out at the breaks. 
Appendix A
2020 VERTEBRATE PEST CONFERENCE
Organized by the Vertebrate Pest Council
The Vertebrate Pest Conference is held every other year and usually has between 250 and 350 attendees.  Historically, when held within California, about 55% have been government employees on per diem, 15% university, and 30% commercial/private. 
Timing

The conference historically starts the first Monday in March.  Holding the conference within the last week of February and the first half of March may also be acceptable. 

Room Block

Based on past experience we would expect to use 550 room nights. The room nights normally fall out roughly as follows:  

	Friday -  3
	Saturday -  6
	Sunday - 50
	Monday  - 145    (field trip)

	Tuesday - 150 (conference)
	Wednesday -  145 (conference)
	Thursday - 48 (conference)
	Friday - 3




Meeting Space

We always start with a plenary session on Tuesday morning.  The balance of the meeting days we will have two or three concurrent sessions depending on the number of presentations. The meeting rooms are set up one-half to two-thirds classroom style and the balance of the back of the room in theater style.
Food Service

Coffee breaks are served Tuesday, Wednesday, and Thursday mornings, with coffee and soda breaks served Tuesday, Wednesday, and Thursday afternoons.  We typically have social gatherings on Tuesday and Wednesday nights with a no host bar and light food.  In some cases we will have a planning council dinner on property on Monday night.  Finally we have a speakers breakfast on Wednesday morning.
Commercial Displays/Educational Posters
There are normally 12 to 15 commercial displays and about the same number of educational posters. Typically the commercial displays and educational posters are in a meeting room adjacent to the conference rooms or in the foyer outside of the meeting rooms.  Most are tabletop. We prefer to have coffee breaks in or near the display area to promote “browsing”. Commercial displays are set up either late on Monday and or early on Tuesday. Exhibits would open Tuesday afternoon, they would close after noon on Thursday.

Other Needs

A small conference or boardroom is needed starting Sunday morning before the conference.  This space is used for Council members to coordinate conference activities and for presenters to check their PowerPoint presentations. 

A “presidential suite” is necessary for the conference chairperson.  This will be the chairperson’s sleeping room and also serve as a meeting place for the council in the evenings.  In the past the hotels have always comped this room.
Other allied groups may line up meeting rooms so they can meet before or after the conference. They make their own room arrangements.
The sessions are generally as follows:

	Monday, 
	Field Trip
Evening – Council dinner for 25



	Tuesday, 
	Morning -  General (Plenary) Session

Afternoon -  Two or three concurrent sessions

Evening -  No Host bar Social 


	Wednesday, 
	Early Morning – Speaker Breakfast for 50

Morning -  Two or three concurrent sessions

Afternoon -  Two or three concurrent sessions

Evening -  Heavy Hors d’oeuvres, no host bar  & Vendor Forum



	Thursday, 
	Morning -  Two or three concurrent sessions

Afternoon -  One general session or two concurrent sessions.




Please check our website for past meeting programs and more information:  http://www.vpconference.org
Please send your proposal to: 

Charlie Crabb, Business Manager

Vertebrate Pest Conference

1549 Huckleberry Lane

San Luis Obispo, CA 93401

805-704-4513

charlie.crabb@me.com
THANK YOU
Appendix B
TO:
All Light and Projector Operators

FROM:
(your name)
, Arrangements Chair

SUBJECT: Vertebrate Pest Conference

You have been selected to help with lights and projectors at the Vertebrate Pest Conference. The conference is being held (date) in (place) at the (hotel).  Attached is a schedule of light and projector assignments.

To ensure the smooth operation of the conference, please meet with me 10 minutes before the start of your session at the (meeting location) for a brief orientation.

In exchange for your assistance, you have been provided complimentary registration. Please feel free to attend the conference sessions. If you have any questions before the conference, please contact me at (phone number).  If you have questions after the conference begins, the staff at the registration table will locate me.

Thanks for your help.

Attachment

