	Latino Education and Advocacy Day 
Event date:  March 29, 2010
	
	
	
	Monday March 29th, 2010
	Closing Notes

	Logistics Management Team
Yvonne / Rob / Sheila/ Julian / Patty
	May ‘09 – July ‘09
	Aug ‘09 – Oct ‘09
	Nov’ 09 – Jan ‘10
	Feb ‘10 – March ‘10
	April 2010

	 Establish contact with the relevant liaisons for planning purposes. 
	X
	
	
	
	

	 Prepare meeting reports.
	X
	X
	X
	X
	X

	Arrange and attend team meetings. (all meeting at 4:30 COE Dean’s Suite)
	June 23

 July 15
	August 12
	X
	X
	X

	Create a supply list, order supplies that need lead time.
	X
	X
	X
	
	

	Site Location - General
	
	
	
	
	

	 Evaluate sites/facilities for compatibility with audience and program (size of rooms, breakout rooms, registration area, exhibit space, food, area attractions, costs, and handicap accessibility).
	X
	X
	
	
	

	Negotiate facility contract and coordinate with Fiscal Management Team to make deposit/payment guarantee.
	Proposal
Of Expenses
	X
	X
	
	

	Confirm facility rooms are properly assigned, meal/refreshment details.
	
	
	X
	
	

	
	
	
	
	
	

	Site Location - Auditorium
	
	
	
	
	

	Event Form - Submitted to Event Scheduling for reservation
	Completed 

June 18, 2010
	
	
	
	

	Contact Media Services for audio visual equipment & podium
	
	
	X
	X
	

	
	
	
	
	
	

	Site Location – Atrium Lobby
	
	
	
	
	

	Reservation for Atrium Lobby – Submitted to Cheryl Foerch
	Completed

June 19, 2009
	
	
	
	

	Determine and order Audio / Visual Needs
	
	
	X
	X
	

	Determine table and chair needs for catering and registration
	
	
	X
	X
	

	Determine entertainment location (inside or outside)
	X
	X
	
	
	

	Set up registration area, including on-site registration system on day of event.
	
	
	
	
	X

	Check site/facility set-up (participation seating, head table, sound system, registration area, display and exhibit area, poster boards, food function areas, etc…) and review expectations with volunteer staff on day of event.
	
	
	
	X
	X

	
	May ‘09 – July ‘09
	Aug ‘09 – Oct ‘09
	Nov’ 09 – Jan ‘10
	Feb ‘10 – March ‘10
	April 2010

	Catering
	
	
	
	
	

	 Plan food menu lunch and meal service types like buffet, sit-down,  or lunch box
	
	X
	X
	X
	

	Plan refreshments for breaks
	
	X
	
	
	

	Work with on-site caterer for meal planning detail and price
	
	X
	
	
	

	Provide meal budget per person to fiscal Mgmt Team
	
	X
	
	
	

	Determine other meeting room requirement such as water, mints at podium
	
	
	
	X
	

	Decide sites for refreshment stations
	
	
	X
	X
	

	Negotiate food contract and coordinate with Fiscal Management Team to make deposit/payment guarantee.
	X
	X
	X
	X
	

	
	
	
	
	
	

	Exhibitors
	
	
	
	
	

	Determine # expected of: Exhibits __, posters___, other __
	
	X
	X
	
	

	Check facility for appropriate exhibit space and Design exhibit area layout.
	
	X
	X
	
	

	Determine / Reserve additional space if necessary
	
	
	X
	
	

	Recruit and register exhibitors/posters.
	
	X
	X
	
	

	Prepare solicitation materials for exhibitors.
	
	
	X
	
	

	Mail solicitation materials for exhibitors and Answer questions from potential exhibitors.
	
	
	X
	
	

	Assign exhibitor/poster space
	
	
	X
	X
	

	Confirm exhibitor registrations.
	
	
	X
	X
	

	 Assist exhibitors and poster presenters with their set-ups on day of event.
	
	
	
	X
	

	
	
	
	
	
	

	
	
	
	
	
	

	Transportation & Parking
	
	
	
	
	

	Determine needs for shuttle buses, parking and other conference needs; type of vehicle, pick-up and drop off sites, schedule, and expected numbers.
	
	
	X
	
	

	Determine bus availability if applicable.
	
	
	X
	
	

	Negotiate transportation contract and coordinate with Fiscal Management Team to make deposit/payment guarantee.
	
	
	X
	
	

	Event Scheduling / Lot Clearance submitted 
	June 19, 2009
	X
	
	
	

	
	
	
	
	
	

	
	May ‘09 – July ‘09
	Aug ‘09 – Oct ‘09
	Nov’ 09 – Jan ‘10
	Feb ‘10 – March ‘10
	April 2010

	Negotiate Parking Services contract and coordinate with Fiscal 
	X
	
	
	X
	

	Management Team to make deposit/payment guarantee.
	X
	
	
	X
	

	Respond to participant questions regarding transportation.
	
	
	X
	X
	

	Provide exact route and timetable to transportation company, if applicable.
	
	
	X
	X
	

	Monitor transportation service, if applicable.
	
	
	
	X
	

	Placement of Event Signs directing to parking area
	
	
	
	X
	

	
	
	
	
	
	

	Entertainment / Speakers 
	
	
	
	
	

	Entertainment – recommend talent, negotiate contract with providers.
	X
	X
	X
	
	

	Set up speaker preparation area on day of event.
	
	
	
	X
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Ambassadors / Volunteers
	
	
	
	
	

	Answer questions and serve as troubleshooter for speakers and participants on day of event.
	
	
	
	X
	

	Decorations – arrange for items and their installation, Set up tables and chairs, table covers, pipe and drape, etc… on day of event.
	
	
	
	X
	

	Provide on-site set-up support on day of event.
	
	
	
	X
	

	Conduct on-site registration on day of event if necessary, distribute registration packets and register walk-in participants
	
	
	
	X
	

	Prepare meeting room and registration area signs on day of event. Post signs in parking areas to direct the participants.
	
	
	
	X
	

	Conduct on-site registration, distribute registration packets, and register walk-in participants if applicable on day of event.
	
	
	
	X
	

	Welcome participants and presenters on day of event.
	
	
	
	X
	

	Review responsibilities with volunteer helpers and train, if necessary.
	
	
	
	X
	

	Move event materials into facility on day of event.
	
	
	
	X
	

	Post room and registration area signs on day of event.
	
	
	
	X
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