CACFP NPA Conference
Chairpersons’ Responsibilities
Conference Chair – Ann McCormack, President-Elect/President

Contact:  ann.mccormack@health.mo.gov 
· Selects conference city and dates

· Contacts CVB – submit RFP to solicit bids from hotels

· Identifies committee chairs (see below), including at least one member from the host state

· Has at least two committee chairs tour the facility

· Seeks BOD approval of conference location, dates and hotel costs

· Decides with Program Chair about incentives for speakers before “call for presenters” go out

· Invites partners to participate in conference (request a local elected official to welcome attendees to the conference city

· Signs contract with the hotel

· Requests letter from USDA encouraging state agencies to approve staff to attend conference

· Finalizes keynote speaker and local dignitary

· Sends a “call to presenters” on website and via email to all members

· Orders awards for past presidents

· Reviews all arrangements for meeting space and food and beverage with hotel staff ensuring all is in order

· After conference is over, submits a final conference report to the BOD for approval

Program Chair – Lynne Torpy (co-chair), Linda Simmons (co-chair)


Contact:  lynne.torpy@state.co.us   
· Drafts proposed agenda, including conference welcome, general and concurrent sessions, board dinner, welcome reception, exhibits, member meeting, meals, etc. 
· Decides with Conference Chair about incentives for speakers before call for presenters go out

· Develops list of topics and speakers for the meeting

· With Exhibits chair, develop a list of  recommended vendors to invite to exhibit

· With the Conference Chair, reviews all presentation proposals and selects final topics for the conference

· Finalizes the program session topics

· Identifies board or association member to moderate each session (breakout and general)

· Provides moderators with suggested speakers for each session

· Finalizes conference agenda, including speakers, room assignments and AV needs

· Send confirmation letters to all speakers/presenters with a copy to 
the moderators providing details on size of room, room set up and 
AV resources.  In letter, request speakers send their bio and an 
electronic copy of their presentations and/or handouts.

· Follows up with moderators, as necessary, leading up to the 
conference

Treasurer – Connie Bell, Treasurer

Contact: connie.bell@state.nm.us
· Develops draft budget for the conference

· Seeks BOD approval of the conference budget

· Signs and submits a direct billing contract to the hotel

· With the Registration Chair:

· Sets up a database to handle incoming registrations

· Sets up a process for handling registration payments

· Confirms receipt of registration by email

· Confirms that all payments are received and paid

· Compiles final report on the conference finances

Printing Chair – Robin Holz (chair), Ellen Farrell

Contact:  robin.holz@iowa.gov
· Identifies theme and logo for conference

· With assistance from Registration Chair, prepares registration form for mailing 

· Orders ribbons and attendee give-aways

· Orders speaker gifts

· Completes design and printing of conference program

· Ships printed programs to conference hotel

· Prepares and prints evaluation forms and certificates of attendance

· Prints and ships all signs for exhibits, etc.

Exhibits Chair – (need volunteers)

 Contact:  ann.mccormack@health.mo.gov 

· Obtains board approval for exhibit fee structure and any restrictions to conference attendance
· Solicits names of potential exhibitors from board and members

· Develops a list of recommended vendors to invite to exhibit at meeting
· Sends out vendor invitation/request forms to vendor list and to state agencies (if they will be exhibiting as well)
· Coordinates room set-up, capacity, hotel charges (for internet access, electrical hook-up, material/equipment delivery/storage), with hotel convention services manager. 

· Obtains confirmation of exhibitor payments and copies of exhibitor registration with Treasurer and Registration Chair 
· Submits a final list with contact information and logos to the hotel convention services manager and to the printing chair for agenda
· Gathers exhibitor donations/prizes to give to winning attendees at the conference
Registration Chair – Deb Langley (chair)

Contact:  dxb03@health.state.ny.us
· Develops an electronic/hard copy mailing list of members, state agency directors and USDA representatives who will receive conference mailings

· Mails out registration forms

· With the Treasurer:

· Sets up a database to handle incoming registrations

· Sets up a process for handling registration payments

· Confirms receipt of registration by email

· Orders name tag materials
· Schedules coverage for the registration area and the conference “Help Desk”

· Prints and prepares nametags

Special Events Chair – Tom Saunders (chair)

Contact:  Thomas.Saunders@education.ohio.gov
· Recommends optional special events to the board for approval

· Finalizes special events

· Coordinates with Registration/Printing Chair to make sure special events are on the Registration Form with costs noted

· Prepares tickets for special events for paid registrants

· Hosts and coordinates special events

Food and Beverage Chair – Norma Birckhead (chair)

Contact:  Norma.Birckhead@dc.gov
· Makes recommendations to BOD for all functions where food and/or beverages will be served
· Confirms with hotel food and beverage arrangements (which items and final numbers a couple weeks before conference)
· If necessary, prints tickets for luncheon for meal preference (unless a buffet)

· During conference acts as the contact for the banquet manager to discuss any food issues, logistics, etc.

· Makes sure final banquet invoice is correct prior to association paying final bill

