Associate Member Coordinator

Calendar of Activities/Responsibilities

Time Frame
Event
Document Sample

Any time
Respond to interest from potential associates.  Contact by phone. Send follow-up letter. CC Treasurer so he/she is alert to possible new member.

Follow-up by phone.
CMRTA Prospect Letter-K Jenne.doc

Jan-Mar
Follow up on renewals.  If not renewed by Feb 28, send a reminder.  Need some clarification on how to do this.


March
At mid-year State Board meeting, Scope out Exhibit room at conference location.  Meet the coordinator.  Discuss electric, tables, chairs, shipping needs.  Draw room to determine how to maximize number of exhibitors.
CMRTA Exhibit Room Draft 2005.doc

June-July
When regular Conference Package is made available, send an email to all Associates indicating key dates and reminders to reserve hotel rooms early.
CMRTA Cover Memo.doc

July
Prepare Exhibitor Package and send to all active members.  
CMRTA Exhibitor Package 2005.doc

Aug-Oct
Monitor signups by Exhibitors.  Insure they pay Treasurer.  Consider their preferences for booths, taking into consideration separating competitors, booth’s size, extra support they may give to the conference, years of support.

Work on Associate Brochure for conference.
CMRTA 2005 Booth Reservations.xls

Oct 1
Get list of registered members for conference and send to confirmed exhibitors along with booth assignments.  Get help from Casey on this.  Include Name, City and email address. Exhibitors like to contact the attendees in advance to invite them to their booths.

Finalize Brochure and get it printed (HdL did in 2005)


Oct 1
Firm up plans with Conference Hotel contact.  Provide copy of room layout and electric or special phone needs. 

Note: The room layout may be different than from the Exhibitor Package if there are more or less signups than originally expected. 
CMRTA 2005 Booth Reservations.xls

CMRTA Associate Exhibitor Lists (1) Alpha List.xls

Oct 1
Provide Names and Lunch Needs of Associates to Conference Chair
CMRTA 2005 Associate Exhibitor Lists(1) Badges.xls

Oct Before Conference
Purchase 10 $25-$50 gift certificates to use for prizes when needed. First classes in the morning, General meeting etc.  Comes out of associate payments

Prepare Associate Contributions Lists for Report at State Board Meeting
CMRTA Associate Contributions 2005.xls

Conference
See Conference Duties
CMRTA Conference Duties.doc

Conference
Thursday Evening-Have many glasses of wine at the Reception.


2-3 Weeks after Conf.
Send thank you letters to exhibitors and contributors.  Make them as personal as possible.  Give dates for the next conference and invite them to attend again.
Darlyne has great samples.

Associate Member Coordinator Duties.doc


