
CMAC Conference Planning 
Roles & Responsibilities

Planning 
Committee 

CMAC Notes 

Financial Management 
Budget Preparation  input from committee/developed by CMAC 
Budget Monitoring  
Receipt of revenues 
Payment of expenses 
Promotions 
Conference Theme 
Develop Conference Logo  in consultation with Committee 
Email broadcasts to members 
Website  input from Committee 
Preliminary Program   input from committee/design/production by CMAC 
Final Program  input from cttee/design/production by office 
Registration Form 
Liaise with printers 
Sponsorship 
Sponsorship Guidelines  input from committee 
Monetary Sponsors   local - committee, national - staff 
In-Kind sponsors/donations  
Sponsorship Agreements 
Implementation of benefits 
Table Top Displays/Trade Show 
Format  
Sales  
Implementation 
Education Program 
Pre-conference CMI PD Committee in consultation with local committee 
Develop program content  in consultation with PD Committee 
Find Speakers (selection)  
Schedule speaker presentation 
Liaise with Speakers 
Arrange A/V 
Arrange fees & accommodations 
Purchase and wrap gift 
Introduce speaker on site 
Thank you letters 
Host Conference Venue 
Hotel selection  in consultation with committee
Club selection 
Venue Contract 
Guarantees / BEO  menus in consultation with committee
Room selection 
Book special room accomm. 
Select Menu  menus in consultation with committee 

On site payments 
Distribute materials on site 
Prepare signage 
Distribute signage on site 
Prepare daily script  
Prepare tickets/eval forms 
Social Program 
Venues   contracts through CMAC 
F&B  
Entertainment   contracts through CMAC 
Transportation 
Identification of needs  
Contracts 
Other 
Recruitment of volunteers 
Orientation and scheduling of volunteers  
Planning meetings  
Final Report  


