REGIONAL MEETING DUTIES:

Select date and present to NYSAFLT to be approved at the NYSAFLT Colloquium.
Book hotel: 

     Date – Saturday, November 17
     time – 8:00 – 12:30

     room for keynote speaker – (Barb P.)
     rooms for 3 workshops – (Barb P.)

     rooms for 2 immersion sessions – (Barb P.)

     room for vendors - atrium
     room for breakfast buffet - atrium

     room rental fee - waived

     registration area (table for NYSAFLT, 2 tables for registration) – by ramp
     breakfast buffet (menu, price per person, tax exempt, gratuity) - $10.75 plus 18% gratuity per person

     AV equipment (rental fee, access to equipment) – wired, $30 per portable screen
     Submit initial regional meeting information to NYSAFLT Regional Affiliates Chairperson 4 months prior to event – (Nancy)

Choose a theme – Best Practices
Book presenters:

     Keynote speaker (we pay mileage, hotel room & buffet) – Linda Zusman
     Spanish immersion presenter (we pay buffet) – (Laura)

     French immersion presenter  (we pay buffet) – (Barb P.)

     3 workshop presenters  (we pay buffets) –(Nancy & Laura)

     Liaisons for keynote speaker & each presenter (greet them at door, show them their workshop room, help with set up & take down, introduce presenter to group, present gift to presenter at end of workshop, keep track of time) – (Laura & Nancy)

     Official representative of NYSAFLT – (Nancy)

Vendors:

     Book vendors (how many tables per vendor, 1 free buffet per vendor, how many extra buffets, item from each vendor for door prize) – (Sue)

     Create map for layout of vendor tables

     Create name placards for vendor tables

      Submit vendor names & addresses to FLACNY web master, regional article writer & program creator

Program:

     Thank FLACNY board, hotel

     Theme, date, place

     Schedule with location of workshop, presenter, description of workshop

     Conference etiquette

     List of vendors and their addresses

     Map of rooms & vendors

Gifts for presenters

Friend of Foreign Language Award:

     Accept nominations 

     Select winner at FLACNY board meeting

     Send letter to award winner 

     Purchase plaque

Signs:

     FLACNY  sandwich board (create poster for both sides)

     Create signs for each workshop & keynote speaker (state workshop time, presenter,  workshop name)

     Create signs for vendor area, registration, buffet – (Laura)

     Create arrow signs 

Folders:

     Writing instrument

     Paper

     Program

     Raffle ticket

     Nametag

     Evaluation forms

Registration:

     Print electronic database of members (Chris)

     Print electronic sheet of registrants (Laura)
     Create nametags electronicaly, officer nametags state title (Laura)

     Create in service certificates

Press:

     Write & submit article & registration form to FLACNY newsletter editor, FLANCY web master, NYSAFLT (pre event)

     Take photos of event (Nathan)

     Write & submit article & photos of the event to FLACNY newsletter editor, FLACNY web master, NYSAFLT & Post Standard (post event)

     Thank you notes to exhibitors, presenters, hotel, NYSAFLT representative (Sue)

Budget:

     Submit preliminary itemized budget to FLACNY board 

     Submit final budget report, two copies of the program &  final report to NYSAFLT to (no later than 4 wks. after event to Regional Affiliates Chairperson) (Nancy)
