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Conference Planner’s Checklist
· Set the date(s) and length of the conference

· Determine a daily schedule, including check-in/registration and check-out
· Consider how many participants will be involved

· Consider what types of venues are necessary to accommodate the schedule

· Meeting/conference rooms, athletic fields, banquet spaces, etc.

· Will you have any specific meal needs?  
· Cookouts?  Banquet dinners?  Sack lunches?

· Will your group require any special arrangements or accommodations?

· Golf carts? Game night(s)?  Movie night(s)?

· Will your group require any transportation?  Shuttles?  Charter bus?

· Will your group need assistance with online registration?

· Would your group like any directional signage on campus? 
· What types of audio/video or technology needs your group requires
· Contact Conference Services for a quote of services to be provided

· Review contract and complete by 60 days prior to event start date
· Set registration deadlines
· Recruit counselors (for overnight youth groups) on a 12 participants to 1 counselor minimum basis
· Communicate any special dietary needs or other accommodations no later than 14 days prior to the event

· Complete and submit rooming list and submit account number (internal groups only) no later than 10 days before event

· Receive completed invoice within 30 days after conference

· Remit payment within 30 days after receipt of invoice
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Ohio University Conference Services
www.ohio.edu/conferences/


