[image: image1.png]WESTERN STATES HEALTHCARE
\TERIALS MANAGEMENT ASSOCIAT]

Established 1964




CONFERENCE PLANNING GUIDELINES

(Annual conference typically 3rd week of April

MAY:

1. Site Selection for Next Meeting:

· Tour suggested sites for following year conference:
Quality conference planning criteria to include:  facility/hotel resources, room rates, block rates, meeting room accommodations, catering options, community attractions for families, accessibility from airports & major byways, size of meeting rooms, dining facilities for planned meeting and informal conversations, entertainment venues, conference audio/visual/presentation hardware, smoking/nonsmoking policies, etc.

2. Recap of Previous Meeting to Improve/Critique

· Review of what was done right, and what could be improved upon.  Incorporate into Conference Planning Guideline.

3. WSHMMA Webpage Updated with Information about Conference

· Add survey summary and comments about conference, pictures etc.

· Post copies of speakers  PowerPoint presentations on WSHMMA website.

· Update Board Members on WSHMMA website

· Update Vendor Sponsors

4. Register for AHRMM conference by early bird deadline ( 5/20/--)
· Chapter President and Board members to attend  
· Scholarships for Board and Members to attend.

JUNE:

1.
Site Selection.


· Deadline for booking location for Spring Conference: Survey membership on site location (Possible locations in Western Washington, Eastern Washington, Oregon.  Timely selection will permit promotion to vendors, other organizations, membership, possible speakers, potential attendees

JULY/AUGUST:

1.
Attend AHRMM 

· Scout out speakers for WSHMMA conference.

· Invite California Chapter President (CAHPMM of AHRMM) to attend our next conference.  Extend invitation to CAHPMM membership.

· Invite an AHRMM  representatives and President of AHRMM to WSHMMA conference, 
2.          Board Meeting:

· Discuss expectations of each member and decide on meeting day/time.

· Establish Mission, Vision & Strategic Goals for coming year
3.  Quarterly Newsletter (articles due 9/15/-- for publish date 10/1/-- – Should include the following elements:

· President’s Letter

· Charity Highlights-  when do/should we donate each year?
· About WSHMMA

· “Have You Got Something to Say?”

· Update on next meeting site.

· Update on AHRMM meeting and CMRP examinations.

· Include CAHPMM fall program information/invitation in our newsletter.

· Define Board positions due for election next Spring, and encourage membership participation.       
· Supply Chain article- rotate board members and ask membership
4.
“Letter of Recognition” from President for all WSHMMA Board members.

· To Board member’s supervisor

· To Board member with expectation/duties assigned to them.

5.          Financial Overview:

· Final Accounting following conference to all expenses and revenue. (Speaker receipts and scholarship information. Etc) ; costs to send Board to AHRMM- in Sept.
6.         Conference Planning:

· Decision on conference Theme.
7.  Preparation for National MM week ( First week of October)        

·  Email blast to members

· Information in Sept Newsletter

· Letters of Proclamation to governors ( WA, OR, ID, AK)        
SEPTEMBER:

1.  Financial Overview

·  Costs to send Board to AHRMM
·  Decide on Donations for the year.  Where and How much ( based on finanes)
2. Conference Planning:

· Decision on speaker outline / agenda.

· Begin Evaluating Keynote Speakers.

OCTOBER:

1. Conference Planning

· Review previous years vendor fair list of participants.

2. CAHPMM conference

· Send WSHMMA representative to CAHPMM conference (if finances permit)  benefits include: Good will between associations, pick up ideas for conference agenda, potential speakers, games etc. 
3. Reminder - Treasurer is responsible for ensuring wshmma.org’s domain has been paid for.  Expires at beginning of calendar year (5yr payment last made 10/2011). 
4. Quarterly Newsletter (Fall) – Should include the following elements:due 11/15/-- for publish 12/1/--

· President’s Letter

· Charity Highlights

· About WSHMMA

· “Have You Got Something to Say?”

· Call for nominations.  Include brief definition of duties.

· Supply Chain article- rotate board members and ask membership to contribute

NOVEMBER:

1. Speakers & Initial Conference Agenda Formulated.  Include the following elements:

· Keynote Speaker:  Major promotional draw for attendees.  Sets conference tone.  Book as soon as possible.  If costs are prohibitive, seek vendor sponsor.

· Financial Topic

· Legislative Topic

· Technology

· Certification (CMRP)

· Membership Lunch Meeting

· End Conference with "Members Forum"

Resources:
  Internet, AHRMM conference, other conferences, professional associations (HCFMA for financial, AHA or state chapters for legislative, etc.)

2.               Membership drive:

· 3 for the price of 2 membership.  5 new memberships-Free WSHMMA registration.   10 new memberships – AHRMM membership.

DECEMBER:

1. Conference Planning

· Speakers Finalized – reminder for BIO’s and session objectives to be submitted by end of January
· Initial design of invitations, promotional materials – who, what, where, when, why?—Set up ACTEVA membership/registration for that year.
· Send invitations to AHRMM, etc. for their newsletters and other publications.  See Links page at www.wshmma.org for list of publications.  Note:  Materials Management in Health Care magazine has a January deadline for promoting all events preceding May.
 2.                Quarterly Newsletter (Winter) – Should include the following elements:     due 1/15/-- for 2/1—publish date.
· President’s Letter

· Charity Highlights

· About WSHMMA

· “Have You Got Something to Say?”

· Call for nominations.  Include brief definition of duties.

· Conference Agenda

3.       Update Website:
· Tentative Agenda for conference including dates and location.
JANUARY:

1. Conference Planning- Conference Planner – appointed by President 
· Confirms conference location and all aspects related to site and conference.. (logistics)  (Room Blocks are monitored for utilization beginning in Mid February every 2 weeks and each week a month prior to conference.  Email blasts are sent out reminding attendees to make room reservations.  We want the room block full to overflowing.  If our room block is not full then we pay for the excess empty rooms.)
· Hotel Room blocks
· Vendor Fair Room set up
· Meeting rooms

· Discuss meal, catering options   - see above
· Finalize Design Invitations, promotional materials

· Email blast to all members  re: conference and Acteva Registration.
· Email notice to all vendors re: conference and Acteva Registration.
· Agenda w/ biographies of speakers and objectives of sessions due to WSHMMA board member whom is submitting for CEU’s. 
· Post draft of WSHMMA conference agenda on WSHMMA website.
FEBRUARY:

1. Conference Planning:

· Determine registration folder contents (brochure, entertainment information, participant list, membership list, vendor acknowledgement, conference evaluation form, pen/pencil, speaker materials) & giveaway items (solicit from vendors).

· Order “giveaway items” 
· Order free publication from AHRMM ( for being Gold)-  CMRP manual

· Locate and clean large conference signs.  We need to purchase a new “less awkward sign” – or perhaps a table cover with our logo on the front.
· Recognition Awards:  Purchase for Conference. 

· Submit Agenda w/ biographies of speakers and objectives of sessions to AHRMM for evaluation.  Takes 2-3 weeks to get return so that this information can be printed on certificates.

· Update WSHMMA conference Agenda on Website.

      2.           Quarterly Newsletter (Spring) – Should include the following elements:  Deadline 3/15/-- for publish date 4/1/--. 

· President’s Letter

· Charity Highlights

· About WSHMMA

· “Have You Got Something to Say?”

· Call for nominations.  Include brief definition of duties.

· Conference agenda

·   Supply Chain article
MARCH:

1. Conference Planning:

· Allocate slots for premium vendors too choose their booth space for Vendor Fair..

· Create Name badges for attendees, Board, Vendors; Coordinate purchase & printing of Attendee Badges/Name Tags, Vendor Badges.  Possibly have “mixer” game to identify new people and encourage people to find out about each other. ( use Legends ID if possible & add CMRP to badges)
· Create Certificates of Attendance with CE credits from AHRMM.

· Review previous year’s accomplishments to share at Membership luncheon.

· Purchase Thank you cards and gifts for speakers.

     2.       

APRIL:

1. Conference Activities:

· Registration Booth:
Two attendees at all times; late registration; attendee folders and giveaways; include handout detailing Board positions open for nomination, and a list of attendees w/contact information.
· Hospitality Suite:  Arrange prior to conference to have sponsored by vendor; need wine, beer, finger snacks for 75.  Use executive suite. (reserve a room big enough to accommodate members and vendors without being too crowded.
· Membership Lunch Meeting – 2nd Day (Thursday):  Use only round dining tables.  Sit down lunch, not a buffet.  Request that all attendees be present and understand that this is not just for Board Members, perhaps via announcement at final session.

· Board Elections:  Typically held during Membership Lunch Meeting.  Ensure that handouts detailing positions are available at check in time.  
· Survey members for next two years site locations.
· Suppliers Exhibition – 2nd Day (Thursday) 5-8:00pm: Includes buffet & open bar.  Plan for #35 vendor tables plus a few round dining tables – approximately 3000sq ft plus).  Provide assistance w/setup and booth location.

· Give Thank you cards/gift to speakers.

2. Membership List:

· Update to reflect conference attendees and inquiries.  At check-in verify member information including professional status.
· Vendors receive 2 memberships when they sign up for a booth. – add to membership list as well as vendor list

3. Board Meeting:
After conference
· Review potential sites for next meeting. ( results of members survey)
· Schedule May Board meeting.

      4.         Email Vendors thanking them for their support and sponsorship and ask them for Logo’s and links to their websites to put on our WSHMMA website.

      5.
 Website modifications:
· Post copies of Powerpoint presentations.
· Update Board Members

· Update Vendor sponsors

    6.           Notify AHRMM about any board member changes.

7.     Newsletter- summarizing the conference, thanking vendors, recognizing prize winners etc  - due  by 5/15/-- for publish date 6/1/--.. 

· President’s Letter

· About WSHMMA

· “Have You Got Something to Say?”

· Update on next meeting site.

· Update on AHRMM meeting and CMRP examinations.

· Include CAHPMM fall program information/invitation in our newsletter.

· Supply Chain article – by board member or member of WSHMMA
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