Midwest Archives Conference

Symposium Timeline

	Deadline
	Symposium Organizing Committee Tasks

	Fall 2 years prior to meeting
	MAC Vice President solicits and receives meeting proposal (using proposal template), which should include suggestions for hotels, local amenities, and potential topics and speaker(s).  If no proposal is forthcoming, the Vice President works with the officers and Council to select a location (perhaps a smaller city not large enough to host an annual meeting, but with local archivists and amenities) and develop a theme.  Proposal is forwarded to MAC Council for discussion.  Council approves the meeting topic, location, hotel, and dates.
The Vice President invites two co‐coordinators (one each representing local arrangements and program) to serve and presents their names to Council for approval.  At least one of the coordinators should reside or work in the area where the Symposium will be held so as to be familiar with hotels, restaurants, and other facilities.  Both coordinators must be MAC members.  The coordinators should not be considered as “appointed” until notified that Council has approved them.
Work with AMC Source/DMN Communications, Inc. (“AMC”) to investigate hotels and present information to the Vice President for review by Council.  Once the hotel is selected, AMC negotiates the contract and acts as primary liaison with hotel on logistics.

Hotel contract is reviewed by Vice President and MAC Officers.  Once the contract is approved it must be signed by the MAC President or Vice President.
Meeting dates are established (typically, a Friday-Saturday in September or October, avoiding religious and national holidays, as well as conflicts such as home football games that may affect meeting logistics in university cities), and announced on the MAC website and in the MAC newsletter.  Council meets on the Thursday prior to the Symposium.
Once notified of Council approval, the coordinators review the meeting manual, sample budgets, timeline and MAC Style Guide (located on the MAC website).

	February

‐ March

18 months prior to meeting
	Symposium Organizing Committee appointments are completed (to consist of local arrangements and program coordinators, plus 3‐5 MAC members selected by the coordinators).  All Committee members must be MAC members.
Program coordinator begins program planning and discussions. 

Complete individual assignments for local arrangements and program.
Provide periodic updates to Vice President.

	April ‐ year prior to meeting
	Finalize arrangements with hotel, using AMC as needed; any addenda must be approved by the MAC President.  Recent Symposia have included a reception on Friday night, but it is optional.  AMC assists with negotiations for any of the following that are needed:   audio-visual rentals, hotel room occupancy and food and beverage minimum amounts, outside catering for reception, and transportation.  
Symposium Organizing committee meets at the annual meeting, including the MAC VP and MAC Treasurer, as well as any other ex‐officios as needed (including the Education Committee Chairs, Public Information Officer (PIO), Webmaster, Vendor Coordinator, Development Coordinator, etc.).

	May ‐July of year prior to meeting
	Select and contact speakers; determine honoraria and any travel needs in line with the budget. As needed, facilitate discussion by creating a committee group space for communication and sharing files in Memberclicks, in communication with and assisted by the MAC Webmaster and AMC.  All requests for website content must be routed through the Webmaster before any work on the website begins. Distribute MAC Speaker Agreement Form to speakers. Advise speakers of AV available (limited if costs are high), make them aware of cost constraints and when they must decide their A/V needs.  Secure signed agreements and forward to Vice President.

	August of year prior to meeting
	AMC and local arrangements coordinator obtain audiovisual, catering, rental fees, and other costs to enable coordinator to determine fundraising needs and likely registration fees.

Local arrangements coordinator begins drafting initial budget in consultation with the VP and Treasurer and thence to Council at its fall meeting.

	Sept – Oct of year prior to meeting
	Complete initial report to Council (including the draft budget) and forward to Vice President. If possible, coordinators should attend the fall Council meeting.

Contact Academy of Certified Archivists to obtain continuing education credits—send program schedule.  Contact the ACA Regent for Certification Maintenance.  http://www.certifiedarchivists.org/.

Draft brief program description and after review by Vice-President, send to annual meeting LAC co‐chairs for inclusion on the last page of the annual meeting program (deadline early December).

	Nov. – March of year prior to meeting/ year of meeting
	Fundraising.  Work with Development Officer and Vendor Coordinator to solicit contributions and donations from corporate sponsors and local archives and libraries to offset costs. Fundraising plus registration fees should allow the meeting to reach its financial goals.
Continue to revise budget in consultation with MAC Vice President and Treasurer.

	March‐ May of year of meeting
	Prepare written report outlining general plans and budget (including recommended registration fees) and submit to Vice President for Council consideration at the annual meeting. Both coordinators should attend the annual Council meeting to report.

Organizing Committee meets at the annual meeting.

Organizing Committee recommends registration fees; Council approves:

· 2007: $100 (MAC members); $150 (non‐members)

· 2008: $200 (MAC members); $250 (non‐members); $150 (students)

· 2009: $100 (MAC members; $150 (non-members); $75 student

· 2010:  $100 (MAC members); $150 (non-members); $20 (students)

· 2011: $125 (MAC members); $175 (non-members);$50 (students)

· 2012:  $140 (MAC members); $190 (non-members); $80 (students and K-12 educators)
· 2013:  $160 (MAC members); _______________

Draft program text, registration form, images, and maps for email and flyer to be sent to MAC members. 

Set pre‐registration deadline at least 4 weeks in advance of meeting.  

Registration:  Work with AMC to determine arrangements and contact person.  AMC should provide personnel for registration desk, supported by committee members.
Draft symposium announcement text for any e‐mail distribution by PIO or Organizing Committee.


	May‐June of year of meeting
	If registration packets are desired, call or e‐mail University Products about supplying the envelopes (letter or legal sized as needed). Contact: John A. Dunphy, Vice President & G.M., University Products, Inc. 517 Main Street Holyoke, MA 01040.  Phone:  800-628-1912, ext. 304

Determine final audio-visual needs of speakers and communicate that to AMC; determine facilitators for small group sessions.

	May 1 of year of meeting
	Write article for MAC Newsletter (deadline May 1) about the symposium, both program topic, speakers, local arrangements (in conjunction with the PIO and Newsletter Editor).

	Early June of year of meeting
	If registration packets are desired, send cover photo to University Products for registration packet.  See above for contact information.  

	June 1 ‐ June 30 of year of meeting
	Working with the MAC Webmaster and AMC, create MAC Web Page for the meeting. Basic categories include: Organizing Committee membership, hotel information, location information, basic program information, and registration information.  All requests for website content must be routed through the Webmaster before any work on the website begins.
Finalize program flyer and registration form and send text and images to Publications Contractor and MAC proofreader by the established deadline (dependent on symposium date and contractor schedule). (2‐3 weeks is needed for design and proofreading; 2‐3 weeks for printing and sent for mailing, plus pre‐registration deadline of at least a month for participants).  AMC and Webmaster assist with creation of online registration forms and other forms.
Any images sent to publications contracts should be tiff, eps, jpeg, or PDF file, grayscale with a resolution of 300 dpi or greater.

	July 15 of year of meeting
	If the program is printed (may no longer occur), Publications Contractor sends final program copy to the printer and AMC supplies mailing labels to mailing service one week after program goes to the printer. If additional flyers are needed for local distribution, please let AMC know and provide local contact address.

	July of year of meeting
	If registration packets are desired, confirm delivery date with University Products (at least two weeks prior to the meeting).


	August
	Printed flyer/registration form should be “in the mail” depending on the date of the symposium.

Local coordinator prepares final budget for the meeting, in consultation with the Treasurer and to be submitted to the VP for Council approval no later than mid‐August.

	August 1
	MAC September Newsletter deadline. Write article primarily describing program, highlighting any local information not done previously in the June newsletter issue (in conjunction with PIO).

	Mid ‐

August
	Coordinate any vendor arrangements with the Vendor Coordinator and site location. 

Compose audio-visual needs list and communicate that in writing to the site location.

Finalize plans for food events at the site location (include Thursday arrangements for MAC Council meeting).

	Mid Sept‐

Oct.
	Local arrangements (after Pre‐registration deadline) work with AMC (who will take the lead) to:

· Make final meeting room assignments for all presentations, groups, and activities (based on pre‐registration results).

· Provide name tags and receipts for registrants, as well as non‐registered program speakers
· Prepare one‐page pocket program as needed (include ALL activities and room locations, contact information)
· Create list of meeting attendees, vendors, and sponsors, if desired and create a floor plan or layout of meeting rooms
· Update program with any late changes

As needed, assign local arrangements monitors to each session to arrive early to work with AMC to ensure room set‐up is correct and all audio-visual equipment is working.

Assist instructors in distributing any information and readings prior to the symposium.  If needed, coordinate the creation of handouts for the speakers. (Encourage speakers to share handouts electronically with participants as well.)


	One week before meeting
	Local arrangements: If program packets are used, stuff them with pocket programs, restaurant listings, meeting evaluation forms, listing of vendors and sponsors, maps, pens, coupons, and any other items.

If boxes of registration or other materials are to be shipped to meeting site, ensure that AMC has made recipient stores them in a secure place and available at the registration area early Friday morning.

Optional: Make reservations for restaurant tours on Friday evening and provide sign‐up sheets and information for symposium participants.

	Monday before the meeting
	Work with AMC to provide site location with final attendance counts for all food and beverage.

Program: Create certificates of completion for those registered, to be given out at the end of the symposium.

	During Meeting
	Optional: Host opening reception the night before (Thursday evening) as opportunity for symposium participants to meet each other, and pick up registration packets.

AMC with local arrangements support: 

· Staffs registration table
· Answers questions; provides assistance and directions, as needed. 
· Ensures signage is in place for all events
· Monitors sessions and audio-visual needs.

· Gives Treasurer any remaining registration checks and cash; Local Coordinator and Treasurer finalize any final payments.
Program Coordinator counts attendees and note general reactions to presentations.

	Post Meeting (4-6 weeks)
	Secure symposium evaluations from AMC and include comments and assessment numbers in the final report.
Write final report and budget for VP for Council and to coordinators of the upcoming meeting committees for their immediate use and to entire Symposium Organizing Committee for any needed follow up.

Write thank you letters to all program participants and committee members. 
Transfer documentation to MAC Archives and for inclusion on the MAC website.
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