DPA RESPONSIBILITIES
1. Financial

· Expanded Budget Development and Preparation

· Registration Fee Levels Input

· Marketing (Sponsor) Opportunities Pricing Input/Coordination

· Budget Performance Reports

· Dedicated Account--Opening /Administration/Deposits 

· Credit Card Payment System Administration/Accounting

· Optional Payment Plan Administration/Invoicing/Accounting

· Receipt Of Registration Fees

· Accounting Reports/Distribution

· Final Outstanding Collections

· Final Payables Reconciliation And Payment Coordination

· Final Financial Analysis/Budget Preparation

· Cost/Budget Approval Coordination

· Professional accounting services will be hired according to CLIENT directives

2. Site Search

· Execute Site Search According to Client Specifications
· Negotiate Sleeping Room, Function/Meeting and Associated Facilities Rates

· Direct Final Site Selection To Prepare Contract Inclusive of Negotiated Rates and Conditions For Client Signature

3. Work Plan Administration/Planning

· Work Plan/Timeline Development 

· Work Plan/Timeline Coordination 

· Work Plan/Timeline Maintenance

· Work Plan Working Group Coordination

· Planning Meeting Administration And Management

· Planning Meeting Coordination

4. Schedule Of Events

· Preliminary Schedule Of Events Development And Content Coordination

· Final Schedule Of Events Coordination

5. Registration Administration

· Web Page Content/Design Coordination

· Email Confirmation Process Concept/Design/Coordination

· Printed Material Concept/Graphics/ Creative/Copy Writing And Printing/ Monitoring/Coordination

· Distribution & Mailing Coordination

· Mailing List Assembly/Coordination

6. Marketing

· Marketing Plan Development/Coordination

· Promotional Material Development/Coordination

· Public Relations Integration/Coordination

7. Registration Materials

· Mailing List Coordination

· Mailing House Coordination

8. Registration

· Registration Procedure Coordination

· Website Content Preparation/Coordination

· Liaise with Webmaster on Design/Execution/Updates

· Registration Receipt/Data Entry

· Personalized Attendee Confirmation Kit   Writing/Printing/Preparation/Coordination

· Confirmation Kit Stuffing/Mailing Coordination

· Inquiry Handling – Phone/Fax/Letter/Email

· Weekly Registration Information Multiple List Preparation/Distribution

9. Name Badge

· Stock Graphics And Printing Coordination

· Badge Production Coordination

· Badge General Administration

10. Conference Administration/Housing Bureau

· Rooming Lists Preparation/Management

· Special Rooming Requirement Coordination/Arrangements

· Procedural Transmittal Of Rooming Lists To Hotel

· Menu Selection/Negotiation/Coordination

· Ancillary Meeting/Special Function Coordination/Arrangements

· Management/Administration Sleeping Room Block

11. Audio/Visual And Entertainment

· Work With CLIENT To Ensure Highest Quality Equipment, Set & Presentation Coordination

· Audio/Visual Contractual Negotiations/Finalization Coordination

· Audio/Visual Company Direction/Orchestration Coordination

· Audio/Visual Company Communications – Phone/Fax/Letter/Email

· Entertainment Search/Selection Coordination

· Entertainment Contractual Negotiations/Finalization

12. Abstract Administration

· Coordinate communications and receipt of Abstracts in preparation for the selection process

· Create data storage base

· Create and maintain procedure for forwarding Abstract’s to Awards Committee 

· Coordinate and administer instructions for poster and verbal presentations as well as paper submission according to committee directives

13. Official Program And Administration

· Assist in the design and graphics and coordinate CLIENT input and direction 

· Program Input Coordination 

· Final Schedule Of Events Preparation/Input/Coordination

· Document Writing Coordination

14. Sponsorship Management

· As Part Of The Marketing Plan, Develop Sponsorship Segment

· Identify Sponsors Through Coordination With CLIENT
· Create A Sponsorship Sales Guide to Include Sponsorship Costs, Agreement, Conditions, Etc 

· Within The Sponsorship Segment, Identify All Items, Print Materials, On Line Screens, Catered Functions, Ground Transfers, Speakers Breakouts, Workshops, Etc.
15. Exhibitor Administration and Management

· Include process in CLIENT action plan/timeline 

· Coordinate and Prepare and produce Exhibitor Manual and written communications to exhibitors following CLIENT approval

· Coordinate the inclusion of exhibitor fees and information on CLIENT Web-Site 

· Identify prospective exhibitors through coordination with CLIENT
16. Speaker Communications

· Assist In Developing Confirmed Speaker Kits Including Room Specs And Set Up, Equipment Requirements/Parameters, Powerpoint Template Development And Distribution.

17. Signage/Banners

· Coordination Of All Signage And Banners, Including Graphics, Content, Production And Delivery

18. On-Site Administration

· Produce a comprehensive onsite manual, providing a detailed overview and schedule of activities by day

· Coordinate the assembly and production of all printed matter and pertinent items of the Credentials Kit for registered attendees  

· Complete Credentials Claiming, Set Up And Administration

· On-Site Activities Management/Total Monitoring

· On-Site Requirements Logistics Coordination

· Daily On-Site Quality Control Management

· Daily On-Site Hotel/Facility/Support Services Contract Checks

· On-Site Hotel Liaison/Direction/Monitoring

· On-Site Flow Management

· On-Site Schedule Management

· On-Site Briefings Coordination

· Audio Visual Equipment Set-Up Coordination

· General Session and Room Sets

· Stage Management

· Floral/Decoration Rental Negotiations/Agreements

· Security Negotiations/Agreements

· Radio/Telephone/Equipment Rental Negotiations/Agreements

· CME Certificate Accreditation/Coordination

19. Post Conference Administration

· Post Event Registration Analysis

· Post Event Participant Communication And Follow-Up

· Evaluation Survey Data Entry Analysis And Summary Production

20. Pre/Post Conference and Partners Tours 

· Coordinate appointment of DMC (Destination Management Company) to provide comprehensive activities  

· Coordinate inclusion of tour information and reservation process in website and printed materials

