Attachment 1

Task Summary List
The meeting guidelines have been thoroughly read at least once.


Due: _______________
Completed: _______________

Estimated number of technical session attendees, speakers and guests.


Due: _______________
Completed: _______________

Reserve the meeting location and / or lodging.


Due: _______________
Completed: _______________

Choose the technical session topic and contact speakers.


Due: _______________
Completed: _______________

Formulate your meeting agenda.


Due: _______________
Completed: _______________

Arrange for a dinner speaker.


Due: _______________
Completed: _______________

Attend Section meetings to promote your meeting.


Due: _______________
Completed: _______________

Prepare fees / registration form / meeting agenda for the newsletter.


Due: _______________
Completed: _______________

Arrange billing with hotel and coordinate with the Section Treasurer.


Due: _______________
Completed: _______________

Obtain commitments from at least two people for assistance at the registration desk.


Due: _______________
Completed: _______________

Obtain commitment for arrangement for, set-up and control of the audio / visual equipment if being provided by a member and not the facility.


Due: _______________
Completed: _______________

Follow-up with speakers to make sure they are aware of the meeting time and location.


Due: _______________
Completed: _______________

Compile all materials for the registration desk.


Due: _______________
Completed: _______________

Keep notes on how these guidelines can be improved.


Due: _______________
Completed: _______________

