Conference in a Box Kit

(Steps to a Successful Peer Group Conference)

· 6 months before the conference - Set Conference Date  

Peer Group Leaders


Determine the dates for your conference. Check the website to make sure that the date does not conflict with another MTA event that might diminish your attendance. Let Taryn know so she can get it onto the MTA website calendar and get it into the MTA Bulletin.
· 6 months before the conference – Generic Timeline for Reference  

MTA Staff Support

Staff to create an Excel document to serve as a template for event.  The template will be posted on the website where all leaders will have access.    


Peer Group Leaders

Leaders to access the timeline template and update based on their event.

· 6 Months before the conference – Select Hotel  
Peer Group Leaders

Peer Group leaders to pick a location/region for event.  Taryn of the MTA staff available to provide recommendations.  Initial research to be done by leaders.  

MTA Staff Support
Peer Group leaders can give staff a general region they would like to hold their meeting.  Taryn will then recommend hotels that will fit the meeting based on their past experience and/or outside recommendations.  

· 6 months before the conference – Negotiate the Hotel Contract 
Peer Group Leaders

Peer Group leaders should obtain and sign a contract from hotel/event location and provide it to Taryn.  She is available for consultation on contracts prior to signing.  
MTA Staff Support

Taryn can review the contract and make recommendations to leaders.  

· 6 months before the conference – Secure Speakers

Peer Group Leaders 

It’s a good idea to get started early are securing your topics and speakers so that they can be listed on your promotional materials. This includes any contract negotiations for speakers who request an honorarium.
· 6 months before the conference – Conference Budget needs to be complete 

Peer Group Leaders

Leaders should access the budget template (www.mnta.org) and update based on their event.  

· 6 months before the conference -- Develop a format for promotional email content  
Peer Group Leaders

Leaders will need to update promotional email content and send it to Taryn at MTA, who will send it out.  At that time, please let her know your schedule for promotional emails.  You will be responsible for developing the text of the email to be sent.  
MTA Staff Support

Taryn will receive the email content from Peer Group leaders for promotional emails.  MTA Staff to develop the format of the email and send out email(s) based on event timeline.  
· 6 months before the conference -- Updating Website with event details

Peer Group Leaders

Leaders need to send Taryn your detailed event information for website promotion.  

MTA Staff Support

Staff will put the event information from Peer Group leaders for website promotion. 

· 3-6 months before the conference – Securing Sponsorships  

Peer Group Leaders

In addition to the “All Event Sponsors,” you may need to secure additional sponsors in order to meet your budget. The leaders should prepare the text for a solicitation email that can be emailed to all MTA Associate Members. Send the text to Taryn. In the text, you should indicate the responses should be sent directly to the Peer Group leader.

MTA Staff Support
Staff will send out the email.    

· 2 months before the conference -- Registration, Sponsorship and Evaluation Templates completed
Peer Group Leaders

Peer Group leaders can access the templates for their registration and sponsorship forms from MTA website (www.mnta.org).  Leaders will need to update event name, location, date, time, price and any other relevant information.  Also, the Leaders will need to update the event evaluation with any changes.   

MTA Staff Support

MTA Staff will post information on the website and send materials to the database. 
· 1 month before the conference – Make menu and break selections


Peer Group Leaders
Peer Group leaders should work with hotel contact on ordering food and providing updated registration numbers to hotel based on the contract.  Leaders to obtain speaker’s AV needs and communicate those with hotel.  
· 2 weeks before the conference – Prepare any on-site material

Peer Group Leaders

Peer Group Leaders should collect all handouts from event speakers.  Leaders will need to send them to Taryn along with any other onsite copies to be made.    

MTA Staff Support

Staff will have copies made and shipped to event location.

· 5-7 days before the conference – Name Badges Printed and Assembled  

Peer Group Leaders
Provide Taryn with a list of any attendees that will not be registering online, i.e. speakers and committee members.  
MTA Staff Support
Staff will print the name badges on MTA logoed paper.  

· At the Conference -- Manage Onsite logistics

Peer Group Leaders

Peer Group leaders will be responsible for managing all onsite logistics.  This includes such things are speaker needs, registration table, set up and tear down.

· Within One Week after the Conference -- Registration List  


Peer Group Leaders
Peer Group leaders will need to send a final registration list to Chris so she can add this information to the database for tracking purposes. This will keep your list current and easily access for future conference 

· Within 7-14 days after the conference -- Forward Relevant Invoices to MTA Office
Peer Group Leaders

Peer Group leaders will need to forward any invoices to be paid by MTA to Taryn via email, fax or mail.   

MTA Staff Support
Taryn will submit invoices to the accounting department to deposit checks and pay the invoices.
If there are any other items not included here, contact Taryn Ayres to discuss it.  
Taryn Ayres

Phone:  651-265-7856

Fax:  651-290-2266

taryna@ewald.com
1000 Westgate Dr., Suite 252

St. Paul, MN 55114 
