APIC-VA
Suggested Schedule for Education Committee Activities

JANUARY
1. Present program ideas and hotel details to board.

2. Discuss proposed changes in registration and vendor fees with the board.

JANUARY/FEBRUARY
1. Contact vendors.

2. Types of vendor sponsorships:

· Vendor display

· Speaker sponsorship

· Sponsorship for reception, luncheon, breaks, dinner

· Sponsorship for a scholarship to attend the conference/national

· Bags/totes

· Ask vendors if they have a speakers bureau

FEBRUARY
1. Select topics for conference based on January board discussion.

2. Develop goals and objectives for content of program.

3. Contact speakers.

· List topic and objectives on which you want them to speak
· Request address, e-mail address, and, if they are presently sponsored by a vendor group, the name of the group

4. Hotel.

· Optional meeting with Education Committee at conference site

· Confirm number of meeting rooms

· Select menu for meals/breaks

· Check pricing of audiovisual equipment
5. Printing.

· Check brochure fees/printing fees.

MARCH
1. Brochures.
· Develop format

· Theme

· Brochure content

2. Send follow-up letter to speakers with:

· Goals and objectives

· Request for e-mail address

· Request for CV

· Request for A-V needs
· Request for permission to record session

· Deadline for handouts

3. Advertising.

Contact newsletters/journals.

Suggested journals and newsletters to contact:

· APIC National Website

· APIC-VA Website
· Virginia Department of Health

· Long Term Care Association

· VHCA Newsletter
· VHHA

· NC SPICE
Begin application process for CEUs.

APRIL
1. Finalize location for following year’s conference.

2. Present to Board:

· Final budget

· Program

· Brochure

3. Obtain hotel maps and local information for binders (restaurants, entertainment, etc.)

MAY
1. Brochures to printer.
2. Hotel – meet with hotel coordinator regarding food, room arrangement, AV.
3. Insurance – Get insurance from APIC.
4. Complete speaker’s evaluation form to be included in the binder. 

5. Complete conference evaluation form to be included in the binder.

6. Make assignments:

· Moderators

· Registration desk

· Hospitality room

· Hospitality

· Tote bags

· Door prizes

JUNE
1. Complete welcome letter for binder. Submit speaker names, titles, affiliation and addresses and copy of evaluation form for CEU application.

2. Mail and/or e-mail brochure to APIC-VA members, hospitals and nursing homes in Virginia and surrounding states as appropriate.
AUGUST
1. Send second mailing.

2. Compile handouts and “stuff’ binders.

3. Complete CEU process and print certificates.
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