AZFA Conference Host Timeline

32 months out

· Apply for conference
24 months out

· Awarded conference
18 months out

· Present hotel contract to officers at AZFA Mid-year Meeting
16 months out

· Sign contract with host hotel
· Begin working with Programs & Education to develop agenda
12 months out

· Present preliminary agenda to officers at Board Meeting

· Recruit vendors & sponsors
10 months out

· Finalize contracts for attendee transportation needs


6 months out


· Present 70% agenda to officers at AZFA Mid-year Meeting

· Online registration system in place

· Catering contracts in place



5 months out


· 95% agenda posted on the web site
· Ready to receive registrations

· Ready for vendor registrations, exhibit hall lay out, receiving, etc.

3 months out


· Final agenda posted on the web site

