FUS Local Arrangements Committee

Timeline Overview

24-18 months in advance:

Select hotel and negotiate contract

18-12 months in advance:

Prepare possible budget and fees

Receive conference program info from PSD

Have logo and publicity poster prepared, find out publicity deadlines from PSD office

10 months in advance:

Submit final budget to PSD Board for approval (late August meeting)

6-4 months in advance:

Develop brochure, submit to PSD, get final draft to printer

4-3 months in advance:

Mail brochures and registration

Second poster to PSD?

8-6 weeks in advance:

Early Bird registrations due

Make rooms arrangements for guest speakers

Review room needs, make additions/cancellations to block by hotel deadline

4 weeks in advance:

Menu choices, break plans, cash bars

Obtain preliminary workshop counts from Registrar for room assignments

Review space usage needs and room selections

2 weeks in advance:

Walk through hotel and conference rooms and reconfirm schedule and locations

Confirm menu choices and approximate meal guarantees

Arrange audio-visual needs for non-workshop events

Reconfirm physical set-up for each functions

Coordinate signage with hotel

Determine Conference and hotel on-site contacts

Photocopy materials and meal tickets, then prepare folders, etc.

3 days in advance:

Provide guaranteed meal covers

Review documentation of set-ups and audio-visual needs

Confirm and train on-site volunteer teams

