
Exhibit A 
Convention Agreement 

The following is a good faith agreement between ACI International and the ________________ Chapter [herein referred to as the CHAPTER] to host the 
____________________ Convention.  By signature of this agreement, the CHAPTER agrees to the following: 
 
Social Events 
Plan and pay for the Opening Reception (optional) including the menu selection, function set-up, and payment for menu items, bartender fees and 
gratuities.  Note:  The Opening Reception is held at the headquarters hotel.  The Opening Reception is a cash bar event.  
 
Plan the Concrete Mixer including the site selection, menu selection with a minimum of eight (8) pieces of food per person and two beverages per 
person, determine the function set-up (tables, chairs, bars, food stations, service staff), arrangement of security (as required by venue), obtain the proper 
insurance certificates required by the venue, order electricity, audio visual equipment (as needed), and transportation to/from the venue (as needed).  Pay 
for the Concrete Mixer including menu selections, bartender fees, gratuities, beverage bill, venue rental, security, electric, audio visual equipment, 
transportation and any other items the chapter wishes to provide for the event.  Please note: Space for the Concrete Mixer is contracted at the headquarter 
hotel. 
 
Guest Program 
Organize and offer at least one guest tour each day of the convention (Sunday through ThursdayWednesday).  
Arrange for transportation to and from guest tours as required. 
Pay for a continental breakfast (coffee service, juice, pastries/rolls, and fruit) each morning of the convention for ACI registered guests. 
 
Student Program 
If necessary, arrange for the testing equipment for the Concrete Cube and FRP competitions. 
Arrange for judges at the Concrete Cube, FRP, Egg Protection Device (EPD) and Concrete Bowling Ball competitions. 
Obtain a speaker for the Student Luncheon. 
Pay the cost of lunch for each student registered to attend the Student Luncheon. 
 
Contractor’s Day  
Organize two sessions directed toward contractor activities/interests. 
Obtain a speaker for the Contractor’s Day Lunch. 
 
Publicity 
Promote the convention in the local area. 
Pay for promotion efforts such as stationery, postage, ads, direct mail, bags, giveaways (i.e. lapel pins), website development, etc. 
Host an information table at the convention prior to and during your convention. 
 
Fundraising 
Raise the necessary funds to sponsor the Concrete Mixer, guest continental breakfast, guest tour deposits, transportation deposits, local promotional 
efforts and lunch for students. 
Raise the necessary funds to sponsor additional activities/events that the chapter is not obligated to, but wishes to, sponsor for the convention. 
 
Technical Session (Optional) 
Organize one session including the speakers, moderators and necessary approvals from TAC and/or EAC. 
 
If it is foreseen at least 18 months in advance of the convention that the Chapter is not able to fulfill the above responsibilities, the Convention 
Committee has the right to move the convention to an alternate destination. 
 
If the Chapter is unable to fund the activities/events as stated above, the Chapter agrees to notify the Director, Event Services prior to the convention.  In 
addition, the Chapter agrees to negotiate a payment schedule with ACI International which is agreeable to both parties. 
 
Signature of this good faith agreement will outlast changes in Chapter Officers, Convention Committee members and ACI International staff. 
 
Signed: 
 
_______________________________     _______________________________  
President        Chapter      
  
_______________________________     _______________________________ 
Vice President        Date 
 
_______________________________ 
Convention Committee Chairman 
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Exhibit B

Category Task Responsible Start Complete
CHAPTER Request to host convention Chapter 10 years 2 years
CHAPTER Select Chapter Convention Committee Co-chairs Chapter 48 months 36 months
CHAPTER Form a Chapter Convention Committee (CCC) Chapter 36 months 24 months
CHAPTER Select & submit a convention theme to the CC Chapter 36 months 36 months
FINANCE Prepare a preliminary budget Chapter - Finance 36 months 36 months
CHAPTER Report to Convention Committee Chapter 36 months 36 months
FUNDRAISING Set sponsorship levels & benefits Chapter-Fundraising 36 months 24 months
FUNDRAISING Make initial solicitations for sponsorship/donations Chapter - Fundraising 36 months 18 months

FUNDRAISING
Request Sustaining Member contact list from Event 
Services Chapter-Fundraising 36 months 12 months

SOCIAL Decide to hold the Concrete Mixer on or off property Chapter - Mixer 24 months 24 months
CHAPTER CCC attend convention Chapter CC 24 months 24 months
CHAPTER Report to Convention Committee Chapter-Chairman 24 months 24 months
EXHIBITS Decide to sell exhibit space Chapter-Exhibits 24 months 24 months
EXHIBITS Set table/booth prices Chapter-Exhibits 24 months 24 months
TECHNICAL Submit request for local technical session Chapter - Technical 24 months 18 months

SOCIAL
Select & submit a Concrete Mixer theme to Convention 
Committee Chapter - Social 24 months 18 months

EXHIBITS Create and send letter/application for exhibitors Chapter-Exhibits 24 months 12 months

FUNDRAISING
Request Chapter President & Secretary list from Event 
Services Chapter-Fundraising 24 months 12 months

FUNDRAISING
Follow-up on sponsorships/solicitations (phone calls, 
personal visits etc.) Chapter - Fundraising 24 months 6 months

EXHIBITS Obtain master exhibitor list from Event Services Chapter-Exhibits 24 months 6 months

EXHIBITS
Sell exhibit space after space has been allocated by Event 
Services Chapter-Exhibits 24 months 1 month

EXHIBITS
Provide a copy of all correspondence with exhibitors to 
Event Services Chapter-Exhibits 24 months 1 week

CONTRACTOR Select topics & titles for Contractors' Day sessions Chapter & CLC 18 months 18 months

SOCIAL
Contract off property venues for Concrete Mixer if 
necessary Chapter 18 months 18 months

CHAPTER Report to Convention Committee Chapter-Chairman 18 months 18 months
CHAPTER CCC attend conventioin Chapter 18 months 18 months
CHAPTER Create and submit convention logo & stationary Chapter 18 months 18 months
CONTRACTOR Request Contractor's Day Sessions from CLC & CC Chapter - Contractor 18 months 18 months
STUDENT Select Student Liaison Chair Chapter - Student 18 months 18 months
CONTRACTOR Select co-moderators for Contractor's Day Sessions Chapter-Contractor 18 months 18 months

SOCIAL
Make preliminary arrangements for Concrete Mixer with 
Conv. Mgr. & venue Chapter - Social 18 months 12 months

STUDENT Form a local Student Committee Chapter - Student 18 months 12 months
STUDENT Determine how to sponsor students @ Student Lunch Chapter - Student 18 months 12 months
FUNDRAISING Send thank you letters to sponsors Chapter-Fundraising 18 months 1 month following

Chapter Checklist
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Exhibit B

GUEST
Prepare & submit preliminary Guest Program Tours to 
Convention Committee Chapter-Guest  12 months 12 months

CHAPTER CCC attends convention Chapter 12 months 12 months

CHAPTER
Co-Chairs or Technical/Contractors Chair to attend Hot 
Topic Committee meeting Chapter 12 months 12 months

STUDENT Student Chair to attends & gives an update at E801 meeting Chapter - Student 12 months 12 months

CONTRACTOR
Contractors' Day Chair attends & gives an update at CLC 
meeting Chapter - Contractor 12 months 12 months

TECHNICAL Receive final approval for technical session(s) Chapter-Technical 12 months 6 months
CHAPTER Report to Convention Committee Chapter-Chairman 12 months 12 months

CHAPTER
Submit an updated CCC roster to the Convention 
Committee Chapter 12 months 12 months

STUDENT Update CC on Student Day status Chapter - Student 12 months 12 months
FINANCE Update CC on financial status Chapter - Finance 12 months 12 months
SOCIAL Decide to host a reception for sponsors/donors Chapter - Fundraising & Social 12 months 12 months
STUDENT Contact E801 to coordinate student competition Chapter - Student 12 months 12 months

STUDENT
Contact local universities to invite participation in student 
activities Chapter - Student 12 months 12 months

SOCIAL Consider VIP reception/honorary dinner or ticketed event Chapter - Social 12 months 12 months

SOCIAL
Coordinate VIP reception/honorary dinner/ticketed event 
with Conv. Mgr. Chapter - Social 12 months 12 months

GUEST Select & contract a tour company Chapter - Guest 12 months 12 months
SOCIAL Determine ticket price for ticketed food & beverage event Chapter-Social 12 months 9 months

PUBLICITY
Send DRAFT chapter promotional brochure including tours, 
Mixer etc. to Conv. Mgr. Chapter-Publicity 12 months 8 months

PUBLICITY
Create a promotional brochure to distribute at convention 
prior Chapter-Publicity 12 months 8 months

GUEST Set guest tour fees Chapter-Guest Program/Conv. Mgr. 12 months 7 months
TECHNICAL & 
CONTRACTOR Co-moderators to take on lines Session Moderator Training Chapter-Technical & Contractor 12 months 6 months
SOCIAL Determine menu for Concrete Mixer Chapter-Social 12 months 6 months

SOCIAL
Obtain insurance certificate for Concrete Mixer (if off 
property) Chapter-Social 12 months 6 months

SOCIAL Arrange transportation for Mixer (if off property) Chapter-Social 12 months 6 months
CONTRACTOR Determine Contractors' Day Lunch speaker Chapter-Contractor 12 months 6 months
PUBLICITY Select & order promotional items for next convention Chapter - Publicity 12 months 5 months

SOCIAL
Determine background entertainment at Mixer (when 
applicable) Chapter - Social 9 months 9 months

CHAPTER
Submit promotional info be included in Preview, Program 
Book etc. Chapter 9 months 7 months

CONTRACTOR Confirm the speaker for Contractors' Day lunch Chapter - Contractor 9 months 7 months
STUDENT Obtain a speaker for the Student Lunch (Monday) Chapter-Student 9 months 7 months
PUBLICITY Obtain promotional items for convention Chapter - Publicity 9 months 2 months
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Exhibit B

SOCIAL
Determine menu & set-up for VIP reception/honorary 
dinner/ticketed event Chapter-Social 9 months 6 months

PUBLICITY Print promotional brochure Chapter-Publicity 8 months 6 months

PUBLICITY Request # of Convention Previews needed for local chapter Chapter - Publicity 8 months 6 months

PUBLICITY
Obtain local literature for distribution at convention prior & 
convention Chapter-Publicity 7 months 1 month

STUDENT
Inform Event Services of Student Lunch speaker 
name/contact info Chapter-Student 6 months 6 months

GUEST Determine who to monitor guest hospitality Chapter/Conv. Mgr 6 months 6 months
Meet w/ local chapter Conv. Mgr. & Chapter CC 6 months 6 months

CHAPTER CCC attends convention Chapter 6 months 6 months
PUBLICITY Promote your convention at convention prior Chapter 6 months 6 months
CHAPTER Report to Convention Committee Chapter 6 months 6 months
GUEST Submit final guest program to CC Chapter - Guest 6 months 6 months
STUDENT Update CC on Student Day status Chapter - Student 6 months 6 months
FINANCE Update CC on financial status Chapter - Finance 6 months 6 months

CONTRACTOR
Submit final Contractor's Day session and luncheon 
speaker info to Conv. Mgr. Chapter - Contractor 6 months 6 months

CHAPTER
Submit list of a/v equipment needed for convention to Conv. 
Mgr. Chapter 6 months 6 months

PUBLICITY
Determine if chapter will obtain bags for attendees 
(optional) Chapter-Publicity 6 months 6 months

PUBLICITY Price bags (optional) Chapter-Publicity 6 months 5 months
CHAPTER Proof Convention Preview - sections pertinent to chapter Chapter 6 months 4 months

GUEST Coordinate menu for guest hospitality with Event Services Chapter-Guest 6 months 3 months
SOCIAL Determine menu for Opening Reception Chapter-Social 6 months 2 months
GUEST Obtain volunteers to attend guest tours Chapter-Guest 6 months 1 month

EXHIBITS
Provide list of exhibitors w/ booth#, name, contact, address, 
phone, fax, e-mail to Event Services Chapter 6 months 3 weeks

CONTRACTOR Promote Contractor's Day to local and national contractor's Chapter - Contractor & Publicity 4 months 4 months
FUNDRAISING Provide Conv. Mgr. With list of Sponsors/Donors Chapter - Fundraising 4 months 1 month
STUDENT Obtain & confirm judges for student competition Chapter - Student 3 months 1month

FUNDRAISING Make personal phone calls to solicit sponsorship/donations Chapter - Fundraising 3 months 1 month
FUNDRAISING Submit Sponsor changes to Event Services Chapter - Fundraising 3 months 1 month
CHAPTER Proof Program Book pertinent pages Chapter 2 months 2 months

Meet with chapter during final site Event Services-RJM, Chapter 2 months 6 weeks

PUBLICITY
Coordinate sponsor recognition banner/signs with Event 
Services Chapter 2 months 2 weeks

TECHNICAL & 
CONTRACTOR Reconfirm speakers Chapter-Technical & Contractor 2 months 1 month
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Exhibit B

CHAPTER
Provide local information to be included in Registration 
Packet to Event Services Chapter 2 months 1 month

CHAPTER Determine if phone is needed for chapter desk Chapter-Chairman 2 months 1 month
CHAPTER Determine who will stay in suite Chapter-Chairman 2 months 1 month

CHAPTER
Determine if phone, movies, room service to be blocked in 
suite Chapter-Chairman 2 months 1 month

TECHNICAL & 
CONTRACTOR Reconfirm speakers Chapter - Technical & Contractor 2 months 1 month
GUEST Obtain tour registration #'s weekly from Event Services ES 2 months 1 week
PUBLICITY Coordinate stuffing of local literature in bags Event Services, Chapter, Mbr 6 weeks 3 days
GUEST Verify arrangements for guest program Chapter-Guest 1 month 1 month
PUBLICITY Arrange for volunteers at convention chapter desk Chapter 1 month 2 weeks
PUBLICITY & 
GUEST

Reconfirm volunteer shifts for chapter desk & guest 
program (hospitality & tours) Chapter-Guest 1 month 1 week

GUEST Hold a pre-convention meeting with tour company Chapter & Conv. Mgr. 1 week 1 week

SOCIAL
Hold a pre-convention meeting with venue for Mixer (if off 
property) Chapter - Social 1 week 1 week

CHAPTER Staff hospitality desk, guest hospitality and program Chapter Convention Convention
CHAPTER Host appreciation reception for sponsors - OPTIONAL Chapter-Social/Fundraising Convention Convention

STUDENT
Provide 2 or more volunteers to assist with Student 
Competition Chapter - Student Convention Convention

PUBLICITY Ensure local literature is set at chapter desk Chapter-Publicity Convention Convention
TECHNICAL & 
CONTRACTOR Arrive at the session room 1 hour prior to start time Chapter - Technical & Contractor Day of Day of
EXHIBITS Send thank you letters to exhibitors Chapter-Exhibits 1 week following 1 month following

CHAPTER Prepare a final report for Convention Committee Chapter

2 months prior 
to convention 
following Convention following

CHAPTER Present a final report to the Convention Committee Chapter
Convention 
following Convention following
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SAMPLE CONVENTION COMMITTEE ROSTER Exhibit C

Name Company ADDRESS CITY ST ZIP OFFICE/CELL E-MAIL
CONVENTION  CO CHAIRS:
Mark Luther       Holcim 699 Trade Center Boulevard Chesterfield MO 63005-1247 636-537-6052 mark.luther@holcim.com
Tim Vaughan    Paric Corporation 900 Olive Street St. Louis MO 63101 636-561-9501 tsvaughan@paric.com
FINANCE:
Jim Posadny  (Sub-Chair) Continental Cement 636-532-7440 jposadny@continentalcement.com 
Mark Luther       Holcim 699 Trade Center Boulevard Chesterfield MO 63005-1247 636-537-6052 mark.luther@holcim.com
Tim Vaughan    Paric Corporation 900 Olive Street St. Louis MO 63101 636-561-9501 tsvaughan@paric.com
James Van Acker Martin Marrietta Kansas City MO 913-669-9429 james.vanacker@martinmarietta.com
TREASURER
John Harris  CASCO 10877 Watson St. Louis MO 63127 314-821-1100 ce342@swbell.net
PUBLICITY:
Joe Garza (Sub-Chair) Keinstra Concrete 8601 Page Ave Overland MO 63114 314-429-3800 jgarza@Kienstraconcrete.com 
EXHIBIT:
Ganesh Thiagarajan (Co-Sub Chair) UMR KC 5100 Rockhill Road UMKC Kansas City MO 64110 816-235-1288 ganesht@umkc.edu
James Van Acker (Co-Sub Chair) Martin Marrietta Kansas City MO 913-669-9429 james.vanacker@martinmarietta.com
Dave Barnes Vee-Jay Cement 8053 Chivvis Dr. St. Louis MO 63123 314-280-6805 daveb@veejaycement.com
Dan Stepp Ranieri Building Materials 6351 Knox Industrial Drive St. Louis MO 63139 314-581-0918 dans@ranieri-materials.com
GUEST PROGRAM:
Billie Snell (Sub-Chair) ASU PO Box 870204 Tempe AZ 85287-0204 480-965-6628 billiegenesnell@yahoo.com
Kathy Luther Sara Group 3961 Laux Dr. Bridgeton MO 63044 314-209-1715 netilex@aol.com
Cassy Vaughan ACI 2450 Hemlock Granite City IL 62040 618-931-5827 cassyfriendly@yahoo.com
CONTRACTOR DAY:
Beverly Garnant (Sub-Chair) ASCC Ste. 105, 2025 S. Brentwood St. Louis MO 63144 314-962--0210 bgarnant@ascconline.org
SOCIAL EVENTS:
Eric Marlinghaus (Sub-Chair) QTE 803 W. State St        O'Fallon IL 62269 618-632-9900 emarlinghaus@qteinc.com
TECHNICAL SESSIONS/HOT TOPIC:
DJ Belarbi (Co-Sub Chair) UMR 323 Butler-Carlton Hall Rolla MO 65409-0030 573-341-4478 Belarbi@umr.edu
Vellore Gopallaratnam (Co-Sub Chair) UMC E. 2509 Eng. Bldg East Columbia MO 573-882-2683 gopalaratnamv@missouri.edu
John Meyers UMR Rolla MO 65409-0030 928-830-8213
STUDENT PROGRAM: Co-Chairs
Larry Taber (ACI-MO Prez 07) Black and Veatch 8400 Ward Parkway W-3 Kansas City MO 64114 913-458-3020 taberlh@bv.com

Patrick Earney (ACI-MO VP 07)
Traube, Hauser, and 
Hinshaw, Inc. 1901 PA Drive Columbia MO 65202 573-814-1568 pearney@thhinc.com

CHAPTER LIASON
Dean Browning Pankow San Francisco CA 415-543-4010 dbrowning@pankow.com

ST. LOUIS CONVENTION COMMITTEE ROSTER
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Convention Committee Timeline

DATE:_______________

                 HOTEL 
        Meeting Dates:

48 MONTHS
Report to CC
Select a Chair & CC
Gather CCC members

   36 MONTHS
Report to CC
Provide updated roster
Conv. Theme to TAC & CC
Prepare prelim. Budget

   24 MONTHS
CCC to attend Convention
Report to CC
Financial Status
Provide updated roster
 Mixer- on or off site
Request for Technical Sessions
Exhibits - holding?, #

   18 MONTHS
CCC to attend convention
Report to CC
Update on financial status
Provide updated roster
Request Contr. Day sessions
Submit Conv logo / stationary
Select mixer theme 
Prelim O.K. Tech Sessions

   12 MONTHS
CCC to attend convention
Report to CC
Update on financial status
Final O.K.-Techical Sessions
Mixer menu / location finalized
CC Chair-attend HTC mtg.
Student Program - contact E801 
(luncheon speaker & sponsor, 
competitions)
Preliminary Guest Program
Exhibit pricing & application 
forms
Prelim. Contr. Day Program
Provide updated roster

   6 MONTHS
CCC to attend convention
Report to CC
Update on financial status
Exhibit status W/ all info

Guest Hospitality monitor / team, 
Menu / prices to be confirmed 
Submit final guest program
Opening reception menu to CC
FINAL..Contr. Day sessions & 
speaker information
Final Student Program
Final details of Mixer confirmed
Provide updated roster
  CC Liesion to Chapter CC
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Exhibit F

Category Task Responsible Start Complete

CONTRACTOR Select Contractors' Day sessions titles, topics, moderators, speakers Chapter & CLC 18 months 18 months
CONTRACTOR Request Contractors' Day Sessions from CLC & CC Chapter - Contractor 18 months 18 months
CONTRACTOR Contractor Liaison Chair attends & gives an update at CLC meeting Chapter - Contractor 12 months 12 months
CONTRACTOR Determine Contractor's Day Lunch speaker Chapter-Contractor 12 months 6 months
CONTRACTOR Co-moderators to take the on line Session Moderator training Chapter-Contractor 12 months 6 months
CONTRACTOR Confirm the speaker for Contractor's Day Lunch Chapter-Contractor 9 months 7 months
CONTRACTOR Write & send a paragrah to Event Services for inclusion on website Chapter-Contractor 6 months 6 months

CONTRACTOR
Submit final Contractor's Day Session & luncheon speaker info to Event 
Services Chapter-Contractor 6 months 6 months

CONTRACTOR Confirm audio visual requirements Chapter-Contractor 6 months 2 months
CONTRACTOR Proof Preview write-up Chapter-Contractor 5 months 4 months
CONTRACTOR Promote Contractor's Day to local and national contractor's Chapter - Contractor & Publicity 4 months 4 months
CONTRACTOR Proof Program Book pages Chapter-Contractor 2 months 2 months
CONTRACTOR Reconfirm speakers Chapter-Contractor 2 months 1 month
CONTRACTOR Get to the session room 1 hour prior to start time Chapter-Contractor Day of Day of

Contractors' Day Timeline
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Contractor’s Day Post Event Questionnaire 
 
The following questionnaire is being developed for future committees to complete, so 
that they may pass on their thoughts to the CLC.  Please complete the questions as 
completely as possible. 
 

1. Number of committee members needed to help with Contractor’s 
Day?_______________ 

 
2. Was a demonstration a part of the Contractor’s Day Session?  What was the 

attendance? Please describe the event. 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
3. Was a panel/group discussion a part of the session?  What was the attendance?  

Please describe the event. 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
4. Please estimate the number of attendees to the sessions. 
 

MORNING SESSION 
 
0-20______21-40_____41-60______over 60 
 
AFTERNOON SESSION 
 
0-20______21-40_____41-60_______over 60 

 
5. How many attendees were at the Contractor’s Day Luncheon?  Was the 

presentation relevant to the audience? 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
 
 



6. What did your committee do to promote the Contractor’s Day event?  What 
worked? What didn’t work and why? 

_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
7. What else could you have done to promote the event that might have helped to 

attract more interest? 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
8. What can ACI do to assist the committee in the future? 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
9. What suggestions do you have for other chapters that host/sponsor this event? 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
10. What topics were of the most interest? 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
Why?________________________________________________________________
_____________________________________________________________________ 
 
11. What topics were least attended? 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
Why?________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 



12. In your opinion, what did the contractors in the audience think of the 
sessions/events? 

_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
13. How many contractors attended the events? 
_____________________________________________________________________
_____________________________________________________________________ 
 
14. How many first time contractors attended? 
_____________________________________________________________________
_____________________________________________________________________ 
 
15. Did you host/sponsor a morning or afternoon reception?  If so, please 

comment on the event as to its success and the number of attendees. 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
16. If you sponsored a poster display, please comment on how it was received?  Is 

it a good idea? 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 



Exhibit G

Category Task Responsible Start Complete
EXHIBITS Decide to sell exhibit space Chapter-Exhibits 24 months 24 months
EXHIBITS Set table/booth prices Chapter-Exhibits 24 months 24 months
EXHIBITS Obtain master exhiitor list from Event Services Chapter-Exhibits 24 months 6 months
EXHIBITS Create and send letter & application for exhibitors Chapter-Exhibits 24 months 12 months
EXHIBITS Sell exhibit space after space has been allocated by Event Services Chapter-Exhibits 24 months 1 month
EXHIBITS Assign exhibitors to tables/booths Chapter-Exhibits 24 months 1 month
EXHIBITS Provide a copy of exhibitor application to Event Services Chapter-Exhibits 24 months 1 week
EXHIBITS Send thank you letters to exhibitors Chapter-Exhibits 1 week following 1 month following

Exhibit Timeline
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