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                                                            ERICSA 2008-09 Program Planning Timeline



	13 Months
	Elect new officers – Assume office of President Elect

	12 Months
	ERICSA website

· Update website with Conference Wrap up and info on next years conference
Support Contract

· Contact Marsha for current year contract (to be finalized at Mid Year Meeting)

	11 Months
 
	· Hotel

· Select Program Planning Site
· Contract with Hotel for Program Planning Meeting

	
	· Website

·  Add Program Planning information to website

	
	· Session Coordinators  
· Select Session Coordinators
· Establish Session Coordinator Conference Call Schedule

	
	· Session Coordinators, Workshop Coordinators, Speakers and Moderators Handbook

· Update Speakers Handbook

	
	· Establish Plenary Committee  
· Email Program Planning Meeting Agenda

	9 Months

	· Program Planning Invitation
· Draft Program Planning Invitation

· Send to all Board Members 
· Invite people from current conference site and future conference site

	
	· Draft Program Planning Agenda
· Develop Attendee List & Email Distribution List
· Send out initial Invitations

	
	· Send Out Reminder for Invitation/Hotel Reservations with Hotel Reservation Deadline

	8 Months

	· Program Planning Meeting

· Review Billing with Hotel


	7 Months

	Agenda

· Edit Draft Agenda

· Finalize Theme
· Send descriptions to Ruth for editing

· Workshop descriptions complete
· Disseminate draft agenda to program committee Speakers

	
	Session Coordinators

· Email packets to Session Coordinators

	
	Speakers

· Finalize Speakers Letter and Packet

· Finalize Speakers Letters (update and finalize)

· Finalize Moderators Letters (update and finalize)

	
	Plenary Committee

· Establish Plenary Committee 

· Select Motivational Speaker

· Select Tuesday Plenary Speakers

	
	Deadlines

· Speaker Names Due

· A/V Request Due

· Copyright Forms Due

· Finalize Theme

	6 Months

	Postcard

· Design Post Card
·  Include Early Bird and Regular Registration Rates

	5 Months

	Post Cards
· Mail post card



	
	Brochure

· Cover for Brochure

· Brochure pictures 
· Message from the President - Invitation 

· Ground Transportation Information 

· Hotel Information 

· Conference Registration Information 

· Suggested Dress 

· Banquet Information 

· Activity Information Info 

· Brown Bag Info 

· First Timers Meeting Info 

· Moderator Meeting Info 

· Program Committee List

· Workshop Names

· Workshop Descriptions 

· Agenda (w/ CLE noted) 

· SC area map 

· Invitation to Join ERICSA 

· ERICSA Officers List 

· Approve Brochure

· Work with Hotel on Registration Info

· Proof, Print, Bind Brochure

	4 Months

	Brochure

· Mail brochure

	3 Months

	Brochure

· Mail brochure

	2 Months

	First Timers Workshop

· Prepare First Timers Attendance Packet

· Update PowerPoint

· Determine location

	
	Moderators Meeting

· Prepare First Timers Attendance Packet

· Update PowerPoint

· Update Handout

· Determine location

	
	Notebook

· Message from the President 

· ERICSA 2009 Program Committee List 

· Conference Information 

· Table of Contents

·  Updates/Messages Info

·  Exhibit Info

·  Registration Info

·  CLE Info

·  Evaluation Info

·  Continental Breakfast Info

·  Moderators Meeting Info

·  First Time Attendees Meeting Info

·  Special Event Info

·  Hospitality Committee Info

·  About ERICSA

·  ERICSA Life Association Members (Need to update)

· History of ERICSA

·  ERICSA Past Presidents (Update Add Diane Jordan 2008, Memphis Tenn)

·  ERICSA By-Laws (Update to new ones)

· History of Felix Infausto, Esq

· Felix Infausto Award Recipients

·  ERICSA Needs Your Help

·  Agenda at a Glance

·  Conference & Exposition Sponsors

·  Myrtle Beach Marriott Floor Plans

·  ERICSA Annual Opening Ceremonies

· Vendor adds (New from Elaine)

· Session Info

· Speaker Info

·  A/V Info

· Biographies (Updated)

· Agenda at a Glance (Me)

· Vendor Punch Card Info (Me, Coessa and Elaine)

· Conference Notebook Competition 

· Presidents Invitation

	1 Month

	Nominations
·  Think about nominations
Purchase Jump Drive
· Work with Marsha to Prepare jump drives for each sessions


	CONFERENCE MONTH
	· Conference

· Ribbons
Remind Tim to get Executive Committee Ribbons

· Thank you letters for Vendors
Develop business cards with next year info

· Develop Plenary Notes for each day
  Make sure vendors are recognized each day



	1 Month After Conference
	· Mail Thank you letters  - Program Planning Committee
  Session Coordinators
  Workshop Coordinators
  Speakers

· Write Conference Wrap Up Letter and get posted to Web
Add info about Next Years Conference




Make sure notebook and at a glance do not indicate that wed break is with the sponsors. Change vendors to sponsors globally.








