Tips for Conference Program Planners

2004 Theme: Review, Renew, & Reinvent

General
Cosponsor events with other interest groups/committees/sections as much as possible. Scrutinize your section’s budget allocation when considering speaker compensation, speaker registration for conference, meals, etc.

Do not approach vendors for funding without consulting Rebecca DiCarlo or Julie Crump, Exhibits Co-Chairs, or Katharine Wall or Dinah Williams, Program Co-chairs.

No events will be accepted for inclusion in the program without contact and cooperation with the Section Chairs or their assigned designate on the program committee.

Copies of all correspondence with speakers should be sent to appropriate section representative on the program committee.

PreConferences
Proposals must be approved by the Executive Board at the fall executive board meeting.

Pre-conferences must be self-supporting or underwritten by their sponsoring group.

For more complete information, see “Guidelines governing LLA-sponsored workshops and seminars” from the LLA Manual www.llaonline.org/manual/2002manual.pdf (p. 118 of 123).

Speakers
All speakers must sign speaker contracts, even when they are speaking gratis. These contracts are not binding until signed by the president. See LLA’s speaker contract form www.llaonline.org/forms/spkcont.pdf.  Speakers will be given a “Speaker” badge.  If they want to attend other conference events, they must be registered for the conference and any meals reserved, with appropriate fees paid for either by the sponsoring section or the speaker (in the case of an LLA member who would be attending the conference regardless).

Please include your speaker’s biography with the program proposal. In addition, photographs need to be submitted with the biography.

All conference rooms will be equipped with a podium and a microphone. Additional audiovisual equipment will be available to rent from the Civic Center with fees paid by the sponsoring sections. Items will be scheduled and costs prorated when needed by more than one program. Please indicate on Program Proposal form what equipment the speaker will need. Laptop computers will NOT be provided.







