STATE MEETING PLANNERS MEETING TIME LINE

12 months prior to meeting
· Pick a location
· Negotiate room rates and meetings space
· Sign contract for location (Have NSH Meeting Manager review agreement before signing)
· Let treasurer know of any required deposits
Joint Meetings

· Establish state/city location with a venue/conference center large enough for joint meeting

· Assign one overall meeting coordinator.  It is recommended that due to distance the overall meeting coordinator be from the hosting state

· Assign a state chairperson for each state involved

· Ensure that each state is represented on the convention committee by assigning each state to chair a convention committee function
11 months prior to meeting

· Have convention committee meeting either in person or via conference call if hosting a joint meeting
· Select a theme for the convention/symposium 

· Choose committees or leads for meeting to include: 

Program coordinator 

Contact hour/education 

Exhibits 

Registration 

AV 

Food & Beverage (including Hospitality) 

Decorations

(see convention committee outline for all above duties)

· Select off property function site, if applicable

9 months prior to meeting
· Request from Budget/Finance coordinator or state society Treasurer, start up money for the meeting to include postage, printing, etc. ( keep all receipts for reimbursement from state society)

· Buy Postage 

· Send out “Call for Abstracts” to society members, NSH Region members, vendor speakers or anyone else.  Use your state newsletter, send out emails, and post to your society website.

· If no response from “Call for Abstracts” meet with program team to generate possible topics and create plan for inviting speakers 

7 months prior to meeting

· Send out application to exhibit to vendors home office and local sales representative if available (it is important to follow up due to contact person change)

6 months prior to meeting

· Have convention committee meeting

· Choose speakers out of abstracts received 

· Fill in Program Schedule – follow up on any outstanding invites, fill program holes with ideas generated by the program team 

· Send acceptance letters or e-mails to speakers to include: 

            Date, Time, reimbursement policy, Audio Visual (AV) and handout requirements

· Receive back speaker acceptance for workshop and symposium dates and times (you may have to call speaker to confirm).  Do this before typing program. 

· Start assembling printed program using program schedule

· Send out preliminary flier about meeting dates and program schedule (mail and email), put in newsletter and on website, you can also post on Histonet

4 months prior to meeting

· Obtain address labels from state membership chairman and membership list from NSH for Region members 

· Check pricing for printing.  If joint meeting, color printing and numbers mailed may vary per state 

· Send out preliminary flier about meeting dates and program schedule, put in newsletter and on website.

· If AV is not obtained through hotel, select AV company and sign contract

· Print Program 

· If joint meeting, each state is in charge of their own printing and mailing

3 months prior to meeting (current year of the convention)

· Send out program and put on website 

· Confirm vendors, and resend application to potential exhibits 

· Select a drayage company (if used) and sign a contract [this is for large scale exhibit halls]

· Confirm travel arrangements with speakers, if applicable

2 months prior to meeting

· Have a convention committee meeting – touch base with each committee lead – see who needs help

· Registrations begin being processed – remember to confirm membership from membership list (if applicable); Registration confirmation letters are prepared and mailed to attendee
· If you wish to provide contact hours for your sessions submit your program to NSH for approval (minimum of 30 days out) – at the same time you can order publications and NSH display booth.

6 weeks prior to meeting

· Have a convention committee meeting – touch base with each committee lead – see who needs help

· Talk to hotel caterer and order food

· Select workshop room assignments (may need to be adjusted depending on numbers of attendees)

· Confirm all entertainment functions, if applicable

· If you are using workshop monitors make selections and notify participants

4 weeks prior to meeting

· Prepare workshop/symposium packets to include but not limited to:

· Speaker introduction

· NSH speaker certificate

· Speaker check and/or speaker gift

· Announcements

· Instructions on returning the monitor (liaison) packets to workroom or registration desk

· Prepare duties for monitors 

· Finalize room assignments for workshops/symposiums

· Monitor registration numbers to make sure you are appropriately prepared 

· Check on hotel block – did you meet your minimums?

· Check with speakers to make sure hotel room has been reserved

· Plan exhibit layout and develop vendor packets

· Copy any handouts for speakers 

2 weeks before

· Monitor registration numbers to make sure you are appropriately prepared

· Confirm AV requirements with speakers and then with hotel or contracted company

· Prepare name badges and certificates of attendance

· Have a meeting with committee to put together registration packets (folders, bags etc) and any unfinished business 

3-5 days before

· Finalize guarantee for food functions with caterer  

· Confirm that all workshops and symposiums have monitors

· Plan pre-convention meeting with committee, society officers and hotel – this meeting allows you to go over any last minute details with your hotel contacts as well as the opportunity for the society decision makers to meet face to face with the hotel 

1 day before symposium/convention

· Have pre-convention meeting with hotel staff, committee, State society officers

· Exhibit set up 

· Early registration begins

During symposium/convention

· Keep registration desk open for late arrivals and to serve as an information desk

· Set up time for exhibitor meeting with exhibits lead -  this will allow the vendors an opportunity to give feed back

After symposium/convention

· Return meeting roster, sign in sheets and evaluations to NSH (if you chose to be approved for contact hours)

· Send thank you letters to sponsors, speakers and attendees 

· Write post event article for newsletter and or website (also submit to NSH InAction)

· Pay any outstanding invoices

· Post convention meeting with society officers and committee to discuss successes and review evaluations

· If joint meeting, divide vendor/speaker/meeting room fees, AV and decorations expenses equally.  Divide remaining state expenses per state attendee percentage basis

· Select possible dates for next year’s meeting

