	CACCN Chapter Event Checklist



	Preliminary Details

	Event 
	

	Date
	

	Time
	

	Expected # Attendees
	

	Purpose of Event
	

	Tuition Fees

Note: make the non-member tuition sufficient that it encourages them to complete a membership application.

	Member Tuition
	

	Non-Member Tuition
	

	Type of Event

Note: will the event be in person and/or webinar / teleconference

	In Person
	(   )   Yes  (   ) No  



	Powerpoint
	

	Responsibility for Preparation
	

	Webinar
	(   )   Yes  (   ) No  



	Responsibility for Preparation
	

	Link for members


	

	Teleconference
	(   )   Yes  (   ) No  

	Responsibility for Arranging

(if using National teleconferencing, email National Office with date/time. Chapters reimburse for the telecon fees)
	

	Call information for members
	

	Venue Details

	Contact
	

	Location
	

	Date Reserved
	

	Hours Reserved

(including up time)
	

	Rental Fees (if applicable)


	$ 

	Room(s) Set Up


	(   )   Half - Rounds  (4 person)

(   )   Rounds  (8 person)

(   )   Rounds  (10 person)

(   )   Theatre

  

	Linens
	(   )   Included        -  Colour:

(   )   Not included  -  Rental Fee:  $



	Inclusions
	(   )   Water on tables

(   )   Mints

(   )   Pads

(   )   Pens



	Additional
	(   )   Flip Charts  -  Rental Fee:  $

(   )   Marker        -  Rental Fee:  $



	Sponsors

	Sponsor # 1
	

	Contact Information
	

	Sponsorship Fees
	$ 

	Sponsorship Details
	 

	Sponsor # 2
	

	Contact Information
	

	Sponsorship Fees
	$ 

	Sponsorship Details
	 

	Sponsor # 3
	

	Contact Information
	

	Sponsorship Fees
	$ 

	Sponsorship Details
	 

	Speakers 
Note: if a previous Dynamics presentation, agreement to present due to copyright must be obtained from CACCN National office.  Speakers presenting at an upcoming Dynamics conference may not present the same materials they are presenting at the conference – title, presentation, etc.

	Speaker # 1
	

	Contact Information
	

	Presentation Title 
	 

	Fees or Honorarium
	$ 



	Copyright protected? 
	(   )   Yes  (   ) No  

If yes, permission received from: 

	Audio Visual Needs

	

	Speaker # 2
	

	Contact Information
	

	Presentation Title 
	 

	Fees or Honorarium
	$ 

	Copyright protected?
	(   )   Yes  (   ) No  

If yes, permission received from: 

	Audio Visual Needs


	

	Speaker # 3
	

	Contact Information
	

	Presentation Title 
	 

	Fees or Honorarium
	$ 

	Copyright protected?
	(   )   Yes  (   ) No  

If yes, permission received from: 

	Audio Visual Needs


	

	Speaker # 4
	

	Contact Information
	

	Presentation Title
 
	 

	Fees or Honorarium
	$ 

	Copyright protected?
	(   )   Yes  (   ) No  

If yes, permission received from: 

	Audio Visual Needs

	

	Catering

	Menu Selected
	

	Breakfast
	(   )   Yes  (   ) No  

	Break   (AM)
	(   )   Yes  (   ) No  

	Break   (PM)
	(   )   Yes  (   ) No  

	Lunch
	(   )   Yes  (   ) No  

	Dinner
	(   )   Yes  (   ) No  

	Cost per Attendee
	$ 

	Corporate Sponsorship
	(   )   Yes  (   ) No  

	Name of Sponsor
	

	Sponsor Contact Info
	

	Advertising / Communication Materials

	Flyer 
	(   )   Yes  (   ) No  

	Responsibility for Preparation


	

	Emailed to Attendees
(date)


	

	Website 
	(   )   Yes  (   ) No  

	Responsibility for Preparation
	

	Posted to Website (date)
 
	

	CL Hours Certificates
	(   )   Yes  (   ) No  

Note:  See information regarding CL hours in the Chapter Information Portal – Education Day Resources.  We cannot provide any CL Hours over the CNA guidelines.

	Responsibility for Preparation
	

	Emailed to Members after conference (date)


	

	Post Conference Survey
	(   )   Yes  (   ) No  

	Responsibility for Preparation
	

	Emailed to Attendees (date)


	

	Audio Visual

	Provider / Contact


	

	Date Reserved
	

	Rental Fees (if applicable)
	$ 

	Onsite Volunteer Coordination

Assign a Chapter executive as a coordinator for volunteers.  Assign 1 to 2 volunteers to each area of the conference.  The volunteers will be responsible for ensuring all is in place and ready to go – as well they will trouble shoot any issues.

	Executive Coordinator


	

	Speakers 

(meet, greet on arrival)
	

	Registration 
	

	Room Monitor  

(speaker intros, timekeeper)
	

	Catering
	

	Audio Visual
	

	Additional Information:
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