LAC  Responsibilities

(Revised September 25, 2008)

Local Arrangements Committee
· Membership includes all the subcommittee chairs and the LAC co-chairs.

· All contracts and deposit requests, and most communication with the Secretariat go through the LAC co-chairs.

· Meeting logo designed by June 1, 2008.

· Attend the 2008 annual meeting in Pittsburgh and shadow your counterparts.  Also attend the Pittsburgh LAC breakfast on Thursday, July 17, 2008.

· Assist as needed in the design and staffing of exhibit booth in Pittsburgh (2008 annual meeting, July 13-17) and San Antonio (2009 midyear meeting, January 31-February 3).

· Contribute ideas for the social/technical tours survey form to be used at Pittsburgh meeting.

· Supply information as needed to Publicity for HPS newsletters.

· Attend LAC breakfast on the last day of the annual meeting (Thursday, July 16, 2009).  Share lessons learned with other attendees.

· Prepare final subcommittee reports at conclusion of annual meeting.

· Plan on 1200-1300 attendees for the annual meeting.

Anticipated LAC meeting schedule:  every two months from April to December 2008, and monthly January to July 2009.

LAC Co-chairs
Jan Braun, jbraun@mayo.edu, 507-284-2504
Dan McGrane, djmcgrane@mmm.com, 651-737-4458
· Recruit Chapter members to serve on LAC.

· Decide those aspects of the overall annual meeting program which fall under the responsibility of the LAC (i.e., opening reception, night out, LAC operations, social program, menu for awards dinner, etc.).

· Coordinate subcommittee activities to ensure deadlines and responsibilities are met.

· Work closely with the Secretariat.

· Handle all contract and deposit requests, and most communications with the Secretariat.

· Put together information needed for the Preliminary and Final Meeting Programs.

· Determine what is needed in the LAC room during the meeting and what communication equipment is needed (Secretariat secures).

· Review/edit list of potential affiliate sponsored activities, list provided by Secretariat.

· Determine food and beverages needed for the LAC room; provide this information to the Secretariat.

· Supply information as needed to Publicity for HPS newsletters.

· Work with Publicity – Exhibit Booth to design booth for Pittsburgh and San Antonio meetings.
· Schedule LAC committee members to staff exhibit booth in Pittsburgh and San Antonio.

· Work with President and Secretariat to select venue for President’s Reception scheduled for the evening of Monday, July 13, 2009.

· Determine which LAC members will receive free registration for HPS meeting.

· Prepare and present report at HPS Business Meeting on Wednesday, July 15, 2009.

· Attend committee chair meeting with HPS President.
· Attend Affiliates breakfast (if scheduled).

· Invite co-chairs for future meetings to attend LAC breakfast on Thursday, July 16, 2009.

· Conduct LAC meeting during breakfast on Thursday, July 16, 2009.

· Prepare final meeting report with assistance from the Secretariat for submission to the HPS Board of Directors.

Sub Committees
Affiliates Liaison
Mike Lewandowski, malewandowski@mmm.com, 651-737-4452

· Recruit local vendors/businesses support for annual meeting events such as the 5K run and opening reception.

· Encourage local vendors to participate in the annual meeting by renting a booth in the exhibit hall.

· General solicitation of all HPS affiliate members is handled by the Secretariat; Chapter is not allowed to solicit HPS affiliate members.

Facilities Liaison
David Paulu, paulu010@umn.edu, 612-625-1682
Andy Astleford, astle001@umn.edu, (612-626-6940? or 612-625-1608?)
· Plan all aspects of the opening reception (Sunday, July 12, 2009) and choose menu for the awards dinner (Tuesday, July 14, 2009).  Budget for both events comes from the Secretariat.
· Report any problems with hotel and convention center to the LAC co-chairs.

· Secretariat determines room use at facilities.

· Requests and suggestions for room use go to the Secretariat.

· Work with Secretariat on selection of LAC room.

· Determine local availability of photocopying service (HPS has an account with Kinko’s).

· Opening reception -  plan for 900 participants and budget of $10,000-$12,000.

· Awards dinner - plan for 650 participants.

Financial Officer/Secretary
Dan McGrane, djmcgrane@mmm.com, 651-737-4458

· Establish checking account for the LAC.

· If needed, assist in obtaining seed money from the HPS Secretariat.

· Work with LAC co-chairs to finalize Chapter meeting budget.

· Establish system for payments by LAC and reimbursement by the Secretariat.

· Prepare final report of meeting expenses at conclusion of annual meeting.

· Take minutes during LAC meetings.  Distribute to LAC members within one week after each meeting.

Floor Manager
Glenn Sturchio, sturchio.glenn@mayo.edu, 507-266-5282

Pete Wildenborg, peter.wildenborg@xenuclear.com, 651-388-1121 ext. 4379
· Recruit assistance for floor logistics and staffing of LAC room during the meeting.

· Schedule staffing of LAC room including two students assigned to room by the Secretariat.

· Handle drop-in traffic and LAC room staff during the meeting.

· Document/verify LAC room food and beverage order and consumption against charges, coordinate with Secretariat.
· Work closely with Program Committee Liaison and Secretariat during the meeting.

· Notify LAC co-chairs of anticipated communication needs during the meeting (walkie-talkie’s, phones).

Hospitality Room & Local Information
Mary Fox, mfox@mropa.com, 952-920-5365
Catherine Cox, Catherine.Knox@DiaSorin.com , 651-796-5400
· Provide local information on transportation, restaurants, shopping, self guided tours, and activities.

· Determine what types of child care services are available.

· Gather materials that will be used in the hospitality room, including brochures that attendees can take or purchase.

· Determine what items should be stuffed in the bags attendees receive when they register at the meeting.  Secure appropriate number of copies.
· Assemble a list of places to eat and things to do (starting on Saturday, July 11).

· Put together detailed map and information on places to eat within walking distance of headquarters hotel and convention center.  Include address, phone #, hours, pricing, and if reservations are needed.

· Work with Tours to have information about all tours available in the Hospitality Room.

· Work with the Secretariat to arrange food service and payment system (breakfast and snacks) for the Hospitality Room.

· Recruit volunteers to staff hospitality room during the meeting.

· Supply information as needed to Publicity for HPS newsletters.

· Schedule volunteers and set-up Hospitality Room.

Meeting Logo
Jan Braun, jbraun@mayo.edu, 507-284-2504

· Solicit design ideas from Chapter members.

· Secure necessary art talent to create design.

· Design must be suitable for printing on pins, shirts, newsletters, etc.

· Design is needed by June 1, 2008.
Night Out
Bill Turek, turek001@tc.umn.edu, 612-624-3055
Nick Bates, nkbates18@mmm.com, 651-737-1019
· Work with LAC co-chairs to determine if the Chapter will host a Night Out activity.

· Work with LAC co-chairs to get information in survey form to be used at the Pittsburgh meeting in the exhibit booth.

· Make all arrangements for Night Out activity.  Schedule on Wednesday, July 16, 2009.

· Work with Tours committee on establishing schedule and transportation.

· Supply information as needed to Publicity for HPS newsletter articles.

· Plan on 200 participants.

PEP Liaison
Fred Entwistle, fbentwistle@mmm.com, 651-736-0740

Travis Beard, texan63@comcast.net, 651-458-3350
· Communicate with Continuing Education Committee Chair on needs for staffing for PEP proctors.

· Recruit PEP proctors.

· Schedule two PEP proctors for each PEP session.

Program Committee Liaison

Nick Bates, nkbates18@mmm.com, 651-737-1019
· Work with HPS Program Committee to coordinate activities.

· Work closely with Floor Managers.

Publicity – Newsletter
Janet Silsby, silsb001@umn.edu, 612-626-1995
· Provide monthly articles for the HPS newsletter starting after the Pittsburgh meeting (August 2008 issue).

· Assist LAC co-chairs with other publicity as needed.

Publicity – Exhibit Booth
Jason Flora, jtflora@mmm.com, 651-737-4425
Steve Simpson, sasimps@iastate.edu , 515-294-7675
· Assist LAC co-chairs in design and staffing of booth in Pittsburgh and San Antonio to promote the Minneapolis meeting.

· Determine options and pricing for booth give-away’s (meeting logo pins, pens, etc.)

· Work with Minneapolis Convention and Visitors Association to secure informational materials to display and hand out during Pittsburgh and San Antonio meetings.
· Determine best way to get materials to Pittsburgh and San Antonio.

· Set up exhibit booth in Pittsburgh and San Antonio.

· Make sure exhibit booth is staffed as scheduled.

5K Run – HealthWalk
Irene Patrek, ipatrek@beckman.com, 952-368-1211
Bill Patrek, patrek@umn.edu, 612-626-9017
· Work with local running club to run event.

· Coordinate activities including course lay out, transportation, fees, T- shirts, insurance, medical support, timing, and course observers.

· Select vendor to print T-shirts.

· Supply information as needed to Publicity for HPS newsletters.

Shirts/Merchandise
Kimberly Knight-Wiegert, kknight@mcw.edu, 414 456-4374

Dan Miron, daniel.miron@cardinal.com, 414-257-0316
· Determine what types of meeting logo shirts, caps, etc. will be produced and sold during the meeting.

· Select vendor, determine pricing, place order, and pick-up merchandise.

· Determine acceptable methods of payment for merchandise sold during the meeting.
· Recruit Chapter members to staff table for selling merchandise during the meeting.  Schedule staffing.
Tours
John Bauhs, jabauhs1@mmm.com, 651-733-7216
Wayne Britz, waynebritz@aol.com , 651-493-4319
· Select local tour company finalists for social tours.  Arrange to meet the tour company finalists at the winter Program Committee meeting (February or March 2009).  Selection of final tour company is done with the Secretariat.
· Determine if there are viable technical tour options.

· Work with tour company and Secretariat to set tour pricing for attendees including pre-registration and on-site registration.

· Discuss tour ideas with LAC co-chairs and develop survey form to be used in the Pittsburgh meeting exhibit booth.

· Plan one bus per tour with flexibility to add more busses.

· Maximum of one full-day tour per day and 2 half-day tours per day (okay to do less).

· Schedule tours starting on Sunday, July 12 through Friday, July 17.

· Work with Hospitality Room & Local Information to provide information about tours.

· Schedule LAC members on tours to handle problems that may come up during the tour.
· Staff table at meeting to promote tours that don’t sell-out in advance.

· Supply information as needed to Publicity for HPS newsletters.

Web Site
Mike Lewandowski, malewandowski@mmm.com, 651-737-4452

· Work with the Secretariat, Publicity, and Hospitality & Local Information to get meeting information on the HPS web site starting in August 2008.

· Set-up and maintain official meeting web site for local information.
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