Volunteer Sign Up Form



For the DMEC National Conference Planning Committee

	Sign up for the Conference Committee (committee descriptions attached). 
Each year DMEC works with a talented group of individuals to plan the national conference. If you are interested in being a part of the DMEC Conference 

Planning Committee please fill out the following form and email or fax to:

Admin.dir@dmec.org

619-303-6855 Fax


	Your Name:
	

	Company:
	

	Address:
	

	City/State/Zip:
	

	Phone:
	

	Fax:
	

	E-mail:
	

	Please indication your first, second and third choices by number.




Committees:



___
Binder/Bags
___
Opening Ceremony
___
Speaker


___
CEU’s
___
Photographer
___
Special Events


___
Exhibitors
___
Programming
___
Sponsors


___
Golf Tourmnt.
___
Raffle
___
Sun. Night Reception


___
Hospitality
___
Registration
___
Tues. Night Reception


___
Keynote Speaker
___
Spa
___
Walk/Run

Please read the following committee descriptions. Once you have decided which committee(s) you are interested in please complete the attached committee sign-up form.  Once all conference committee participants have completed and turned in the committee sign-up form, you will receive a list of your fellow committee members, a description of your committee’s conference responsibilities and a committee calendar. 

	Committee
	Committee Descriptions

	Binder/Bags
	Take inventory of all items received before assembly begins. This inventory is to be provided to the conference manager. Binder contents include but are not limited to, session descriptions, outlines, resumes/biographies, advertisements, schedules, maps, evaluations, etc. Coordinate the assembly of the binders and bags prior to the conference, including setting up place, date and volunteers.  May also be involved in determining what bag we use and cost, etc.

	CEU’s
	Coordination of education credits for professional designations or licenses: Contact each agency and find out what materials are needed for DMEC Conference to qualify; complete necessary applications & send if required (request check from DMEC CFO); draft forms required and proved to DMEC Conference Manager for printing and inclusion in conference book; coordinate activity with Speaker Chair

Participate in conference committee planning sessions

	Exhibitor
	Contact past and potential exhibitors through letters and calls. Distribution and collection of exhibiting forms, exhibitor packets and general exhibitor information. 



	Golf Tournament
	Research, organize, set up, and coordinate golf tournament: research options for courses in the conference area; select the best choices with details for review; determine pricing and travel needs (if any); coordinate payment and sign-up options;

and set up on-site sign-up options.

	Hospitality
	Organization of conference exhibitor contest, table decorations for lunch. Development of conference theme based decorations, games, entertainment. Responsible for the Newcomer’s Reception and coordinating a unique and special atmosphere to make the newcomer’s feel like “old timers” and part of the group.

	Keynote
	Identification and solicitation of potential keynote speakers. The Keynote Committee Chair will work with the conference committee to identify potential keynote speakers and with the Conference Director for final approval.  Obtain biography and presentation for review by committee.

	Opening Ceremonies
	Organize conference opening ceremonies, define and locate appropriate music, decorations, or other needs.  Oversee any chapter banner changes, coordinate delegates for opening parade and organize on site prior to session.

	Photography
	Coordinate and schedule to be present at different activities throughout the conference capturing group shots and awards being presented, speakers presenting, raffles being given and work with Coordinator on the special shots that shouldn’t be missed.

	Programming
	Collection of programming ideas. Once final session topics have been approved, this committee will be responsible for the collection of session descriptions, speaker names & resumes and any other relevant programming data. The programming Committee Chair will work with the Brochure Committee Chair to complete the content of the conference brochure and then work with the Conference Binder Committee Chair to complete the binders.

	Raffles
	Contact and coordinate with Sponsor Chair and Sponsors directly and chapters, as well as local Convention and Visitor Bureau’s (CVB) to establish contact with local venues that are interested in providing raffle gifts to our organization for the conference.  You will have to draft a letter, catalog gifts and keep track to send “Thank you’s” and prepare to have raffles ready to go each night of the conference.

	Registration
	Managing the registration of conference attendees by working the conference registration desk and coordinating the time schedules of (registration) volunteers during the conference.



	Spa
	Work with Conference Coordinator in establishing a contract at either an on-site spa or a spa as close to our conference site as possible.  Try to negotiate a special rate that would take effect throughout our conference dates as well try to obtain a rate that allows a choice of treatments for one set price.

	Speaker
	Act as a liaison between speakers, moderators, and Conference Manager.

Help (CM) compile complete contact information list of all speakers and moderators.

Once sessions have been set and confirmation letters and materials sent out, follow up with moderators and speakers to be sure they understand what to do and the deadline dates.  



	Special Events
	Research, organize, set up, and coordinate Special Events: research options for activities in conference area; select the best choices with details for review; determine pricing and travel needs (if any); coordinate payment and sign-up options;

and set up on-site sign-up options.

	Sponsor
	Contact past and potential sponsors through letters and calls. Distribution and collection of sponsor forms, sponsorship packets and sponsorship opportunities. The committee chair will work with the conference director and conference administrator regarding sponsorship opportunities and potential sponsors. 



	Sunday Night Reception
	Research and determine a theme and work on pricing and details of the event. Act as a liaison between sponsor (if applicable) and conference coordinator.  Help pick out the menu items, etc.

	Tuesday Night Reception
	Research and determine a theme and work on pricing and menu, how many drink tickets, also act as liaison between sponsor and conference coordinator (if applicable).

	Run/Walk
	Determine course and site at the conference. Obtain volunteers to assist the day of event. Collect and maintain the liability waiver forms. Run check-in and pass out info on day of event.  Work with conference coordinator to ensure that refreshments are provided on-site.  Run daily informal walk if appropriate.


