AZFA Annual Conference Preparations To-Do List
Agenda
· Determine printing deadline – Usually need at least 48 hours in advance
· Finalize presentation schedule with Program & Education Committee
· Secure Keynote/Welcome speaker  
· Finalize hotel breakout room assignments 

· Send Web version to AZFA webmaster at least 6 weeks before conference to post 
· E-mail blast of Web version ASAP to all AZFA 
· Collect vendor/sponsor logos 
· Design cover
· Include driving directions for airport, hotel, host facility, and pre- and post-conference tours
· Finalize agenda Word document or PDF  
· Print agenda
· Save digital copy onto giveaway thumb drives in advance (if providing drives in welcome bag)
Sponsorships – Program printing, meals, transportation, welcome bags, etc.
· Determine sponsorship levels ASAP based on budget and anticipated conference costs

· Request sponsors from previous conference contributors as well as new and local vendors

· Presenting sponsor(s)    
· Platinum sponsors   
· Gold sponsors  
· Silver sponsors    
· Bronze sponsors    
· In-kind sponsorships: various tools/gifts for silent auction and tool raffle, items for welcome bags, coupons from local vendors and restaurants
Welcome Bags
· Tote or backpack with conference logo (Waterlife sponsor item for past several years)
· Pens and notepads – donated
· Coupons and tourist information – request from Human Resources or Marketing
· Thumb drives (pre-loaded with program and sponsor info)?
· Reusable beverage container with logo

· Compile giveaway bags – host facility volunteers
· Deliver welcome bags to hotel 
Transportation
· Secure contract for buses to pre- and post-conference tour venues, hotel, and host facility

· Arrange backup transport for stragglers or early departures – host facility vehicle?
· Adjust transportation contract depending on final registration numbers 
· Assign volunteers to take attendance on buses for each outing 
· Print attendee lists based on final registration for volunteers to check during loading
Pre-Conference Tour
· Select and confirm tour facility ASAP; make contract arrangements if needed
· Provide facility information and tour details for conference website/e-mail updates 
· Arrange for boxed lunch or catering
· Print list of attendees registered for tour to check in on buses

· Load lunches/beverages on bus if needed
· Send thank-you letter to tour facility afterwards 
Ice Breaker
· Select and reserve ice breaker facility ASAP
· Arrange catering contract and rentals if needed (tables and chairs)
· Select menu, tableware, decorations, etc.

· Request check in advance for deposit if needed

· Arrange audio visual/IT equipment needs

· Schedule welcome speaker (from host facility)

Hotel
· Sign contract for rooms and group rate ASAP
· Meet with catering and AV contacts for meals and IT needs: coffee breaks, lunches, cash bar, closing banquet, projectors, screens (use host facility equipment as much as possible to reduce costs)
· Determine meeting room, banquet, and breakout room assignments 

· Select hospitality suite 
· Finalize food and beverage contract 

· Finalize AV contract  
· Inventory IT needs (computer, printer, projectors)  
· Determine vendor contact for load-in and equipment delivery   

· Coordinate vendor table set up needs  
· Deliver host facility IT equipment to hotel – host facility staff and volunteers
· Set up, stock, and monitor hospitality suite – host facility staff and volunteers
· Guard host facility IT equipment throughout conference – hotel security and/or host facility staff
· Set up and monitor IT equipment during presentations – host facility IT staff
Zoo Day
· Reserve banquet/meeting space ASAP at host facility 

· Determine welcome speaker and opening remarks 

· On-screen presentation of day’s schedule – host facility IT staff
· Arrange behind-the-scenes tours with animal departments 
· Arrange tours of maintenance shops, life support and aquatics facilities, new construction projects, etc.
· Request catering from food services department: coffee, juice, light pastries for morning; lunch; cold beverages for afternoon 

· Request photographer for group photo through Marketing department
· Secure equipment rental for training/workshops if needed: forklift, boom lift, etc. 

· Set up training and workshops 

· Arrange for docents or Education department staff to serve as guides throughout day 
· Provide maps for conference attendees 
· Assign staff to monitor banquet room/conference base all day for questions and assistance
· Hang conference banner at host facility
Vendors & Sponsors
· Maintain updated records of vendor registrations  
· Send out confirmation letters when payments received  
· Request contact information and digital copies of vendor logos for program   

· Create and distribute vendor information packet (load-in and equipment delivery)  
· Make vendor table assignments according to sponsor levels, registration date   

· Make and print vendor raffle cards  
· Provide vendor raffle prize (donated tool?)

· Meet vendors during load-in and assist as needed 
· Assist vendors with break down and departure as needed 
· Send thank-you letters and follow-up survey after the conference
Registration
· Maintain updated records of online and mail-in registrations  
· Request use of and training on wireless credit card readers if available from host facility   
· Request cash box and money handling materials from host facility
· Print name badges, including blank spares for attendees who register on arrival
· Assemble name badge holders and lanyards
· Set up and monitor check-in table/info booth throughout conference – host facility staff and volunteers
· Print labels and log sheet for silent auction items

· Collect, record, and label silent auction items – host facility staff and volunteers
· Transport silent auction items to hospitality suite (or other secure location) – host facility staff 
· Take last-minute sign-ups and payment for pre- and post-conference tours – host facility staff
· Print or use laptop with registration spreadsheet to check in attendees and collect fees if needed

· Collect thumb drives from presenters and load presentations onto laptop in advance
· Print sign-up sheets if needed for workshops/training

· Print and distribute certificates of completion for applicable workshops/training
Silent Auction and Closing Banquet
· If possible, secure sponsor or use host facility account for shipping auction items 

· Request shipping boxes from USPS and extra packing materials from host facility warehouse 
· Request silent auction item donations
· Print silent auction item descriptions 
· Print silent auction bid sheets 
· Set up silent auction – host facility staff and AZFA volunteers
· Assist auction winners with packing/shipping items – host facility staff and AZFA volunteers
· Set up lanyard and name badge holder collection box for reuse at next conference
· Distribute copies of group photo 

Post-Conference Tour
· Select and confirm tour facility ASAP; make contract arrangements if needed

· Provide facility information and tour details for conference website/e-mail updates 
· Arrange for boxed lunch or catering

· Print list of attendees registered for tour to check in on buses

· Load lunches/beverages on bus if needed
· Send thank-you letter to tour facility afterwards 

Signage and Printouts
· Member registration sign-in sheets 
· Vendor & sponsor registration sign-in sheets 

· Pre- and post-conference tour late registration sheets
· Bus check-in attendance sheets (pre- and post- tours and Zoo Day)

· Design and fabricate all conference signs for tables and easels: vendors, sponsorships, auction, raffles, info, tour and workshop sign-ups, elections, welcome 

· Provide tabletop easels for signs if needed (Displays2Go.com is affordable source)
· Print workshop and session sign-up sheets  
· Print meeting minutes and election ballots for business meeting  
· Print committee sign-up sheets  
Miscellaneous
· Request event publication in AZA Connect calendar (Tim Lewthwaite at TLewthwaite@aza.org) 
· Seek coupons and promotions from local businesses and restaurants
· Design and order banner with presentation sponsor logo if needed
· Coordinate volunteer schedules and duties  
· Coordinate with photographer and arrange for group photo printing
· Thank-yous for all volunteers and staff helpers  
Financial
· Conference budget 

· Request cash bag and change for registration table
· Coordinate AZFA membership payments and conference fee reimbursements with AZFA Treasurer

· Reconcile host facility expenditures and AZFA reimbursements
· Request final check payments for hotel, catering, and transportation contracts as needed
· Collect outstanding registration/vendor/sponsorship payments if needed  
Items to Deliver to Hotel
· Welcome bags 
· Programs

· Name badges and lanyards (and collection box for reuse after conference)
· Registration records
· Hotel contract, catering information, presentation room assignments, etc.

· IT equipment (laptops, printer, projector, extra thumb drives)
· Silent auction items

· Tool raffle items

· Conference banner

· Signs and easels

· Cash box and money handling materials (including credit card readers if available)

· Extra printing materials: paper, labels, registration forms, etc.
· Extra office supplies: pens, markers, staplers, tape, rubber bands, etc.

· Shipping and packing supplies

