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CONFERENCE PLANNING: 

TIMELINE

8 Months Prior

· Begin researching, touring conference locations/sites

7 Months Prior

· Reserve conference location/site

· Set date—consider holding conference same date/time every year for ease of planning

· Brainstorm presenter/exhibit ideas

· Begin contacting possible keynote speakers

· Consider an ATRA presenter – call the national office to discuss availability of ATRA Leaders

· Consider an ATRA exhibit – call the national office to discuss materials for the exhibit 

· Create, distribute call for papers/exhibitors

6 Months Prior

· Select presenters from call or contact presenters

· Consider utilizing ATRA’s PowerPoint for Educators presentations

· Consider utilizing ATRA & Your ATRA Chapter Affiliate PowerPoint presentation

· Contact exhibitors

5 Months Prior

· Begin marketing the conference—post on websites, announce to members, contact colleges/universities
· Continue making presenter/exhibitor contacts
4 Months Prior

· Finalize presenters/exhibitors

· Reserve block of rooms at hotel for conference attendees convenience, if necessary

· Create working outline of conference—include session titles, descriptions

· Begin working on CEU approval

3 Months Prior

· Create conference brochure—include session descriptions, conference information, registration form

· Finalize, update conference brochure mailing list

· Post updated information or conference brochure on website

2 Months Prior

· Mail conference brochure

· Finalize travel, accommodation arrangements for speakers

· Send form letter to presenters/exhibitors with information regarding presentations

· Arrange a chapter board meeting at conference site to finalize plans 

· Secure meals, catering

· Select decorations, raffle prizes

1 Month Prior

· Send form letter to attendees—include information regarding travel directions, sessions registered for, parking passes if needed.

· Address any last minute arrangements/needs


CONFERENCE PLANNING: THINGS TO CONSIDER

Locations

Possible locations may include hotels, convention centers, universities/colleges, and private companies.  For ease of conference planning, consider utilizing a facility that has an on-site conference coordinator or event planning services.

Registration Price

Registration price for conference attendance will depend on costs for location, speakers, meals, etc.  Also consider including a one-year membership to the state chapter in the registration price or offer discounted rates to ATRA members and/or Chapter members.

Ideas for Presenters

· Local colleges/ universities, professors/students

· National chapter (ATRA), state chapters leadership & membership

· State internship site supervisors

Ideas for Exhibitors

· Publishing companies

· Creative toy/game companies

· Supply companies

· National, state chapters

· State internship sites

Forms

Possible forms to create and utilize during conference planning may include:

· Attendee registration form--Consider using form to create a database for membership or future conference mailings

· Conference presentation agreement form--Include session description, AV/equipment needs, course outline, presenter(s) introduction/biography, presenter(s) resume

· Exhibitor agreement form
Marketing

· Create a call for papers/exhibits to post on website

· Contact ATRA, post on ATRA CAC calendar

· Post on state chapter website, Therapeutic Recreation Directory (www.recreationtherapy.com) calendar

· Contact regional state chapters 

· Send conference brochures to all membership, previous attendees/exhibitors, college and university Therapeutic Recreation departments, state and regional internship sites.

Format

Consider incorporating the following into the schedule of the conference:  welcoming/closing reception/remarks, keynote address, meals, business/membership meeting, exhibit times, breaks, breakout sessions.

Fun Ideas

· Theme—Create a theme for the conference and use for marketing, decorations

· Receptions—Provide an informal networking opportunity to attendees

· Raffles—Raffle therapeutic recreation products, books, promotional materials

· Awards/Recognition—Recognize outstanding professionals, educators, and students in the chapter.  

