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Conference Planner (CP)		Host State (HS)		Program Committee (PC)

January - June 2019
· Select meeting venue/hotel after conducting site visits –Marriott in Newton, MA
· Select meeting date – July 19-23, 2020
· Establish a schedule of meeting planning calls (host state, region, meeting planners) 3rd Thursday every month at 1:30PM EST
· Get budget from AASHTO and set registration fee 

September 2019
· Develop save the dates and invites/flyers – HS Lily provided the flyer and PC approved
· E-mail save the date flyers to RAC – HS Lily will send out to RAC Listserv
· Identify potential sponsors and sponsorship levels and provide the list to AASHTO Conference Planner – HS & PC 
· Provide AASHTO with basic level agenda with meals, activities, etc (used for budgeting) – PC Emily will send to Karen (CP)
· Set up conference website (basic ‘save the date’ page and notices go live) – CP Lily provided a photo for the website page

[bookmark: _GoBack]October 2019
· Develop meeting theme and get RAC leadership approval – PC - NA
· Identify content for website, including theme, host city, and other notices – HS & PC
· Develop detailed meeting information to R&I/RAC website page (i.e. registration, hotel, and travel info) – CP
· Identify keynote speakers for the general sessions – HS & PC MassDOT Secretary and FHWA Division Administrator 

November 2019
· Consult with RAC Leadership and TF Chairs for their expectations of regularly scheduled program items - PC
· Consult with TRB Liaison to RAC regarding the expectations for the TRB State Rep session – PC

December 2019
· Secure venue for Monday Welcome Reception and Tuesday off-site event/dinner – HS & CP
· Update website with options for local restaurants, attractions, links to host city map and transportation options - CP
· Create invitation lists 
· Contact Visitors Bureau (graphics, photos, maps, trinkets) – HS




January 2020 
· Provide a 5-10 min presentation to highlight the meeting/location during the RAC Winter Meeting at TRB – HS and/or Host Region 
· Finalize sessions and assign session coordinators  - PC
· Identify someone to coordinate conference attendee bags – HS

February 2020
· Publish meeting agenda to website (provided by PC) – CP
· Registration website front page live
· E-mail RAC with the registration website information – HS
· Finalize meeting room assignments - CP

March 2020
· Coordinate all arrangements with exhibitors and communicate all rules and regulations pertaining to exhibitors (if appropriate) – PC & CP
· Identify options for Regional Breakout dinners and send information to the RAC regional chairs - HS

April 2020
· Finalize the list of items for the conference attendee bags - HS
· Coordinate A/V/Internet Access – PC & CP
· Coordinate transportation to off-site events included in the registration fee (if not in walking distance) – HS & CP 

May 2020
· Recruit and train meeting staff/volunteers – HS & CP
· Identify volunteers from MassDOT for the registration table/IT – HS
· Confirm all presentations and speakers and add all names to the agenda - PC
· Begin creating session summary pages for moderators and speakers - PC

June 2020
· Finalize session summary pages for the final agenda - PC
· Request PDH’s from AASHTO’s Engineering Division (if appropriate)
· Collect and review all presentations to ensure quality, continuity, and eliminate duplication of remarks - PC

July 2020
· Publish meeting program/agenda with speaker names - CP 
· Print meeting signage - CP
· Publish final copy of all promotional literature for the meeting to website - CP
· Print all promotional literatures for meeting - CP
· Track prepaid and on-site registrations - CP
· Print list of participants - CP
· Print nametags and speaker name tents - CP
· Provide registration packets & promotional items (if appropriate) - HS
· Provide hotel and other function areas with up-to-date head count for food - CP
· Provide tickets for meals & other outings (if appropriate) - CP
· Process all attendee registrations, collect fees, and pay meeting bills - CP
· Provide a spouse/guest program (if appropriate)  - CP
· Confirm date/time/location with speakers and provide information for registration – PC 

August 
· Solicit meeting feedback (e.g. evaluation forms & surveys) –Admin TF will handle
· Collect and summarize meeting feedback - Admin TF will handle
· Send Thank You notes to speakers and moderators - PC

Program Committee Responsibilities (Committee is chaired by and includes the other states in Region 1)
· Schedule monthly conference calls; coordinate to ensure updates are ready for monthly RAC officers’ calls (ongoing)
· Develop meeting theme    (October 
· Develop session topics (November thru January)
· Establish session format (panel, town hall, individual speakers, etc.) (November thru February)
· Secure keynote and other general session speakers (October)
· Secure and coordinate session planners and moderators (January thru April)
· Set agenda (May)
· Collect speaker and moderator bios (June)
· Provide instructions to speakers and the session moderator regarding topic, length of presentation, format, etc. (June)
· Coordinate handouts (June)

Session Moderator Responsibilities 
· Contact presenters in designated session for introductions or special notes as needed
· Introduce speakers 
· Develop time keeping method to keep on track with agenda
· Check to see that speakers’ presentations are loaded and working properly prior to session 
· Help distribute handouts if necessary 
· Orchestrate audience Q&A; be prepared with a few questions to start the process if necessary 
· Identify a note taker 
	1
	



