Starting to break down the pre-conference tasks
Logistics (venue, accommodation, meals)

· Find location: as soon as possible
· Figure out hotels: as soon as possible
· Do we reserve them all beforehand?

· Do we try to arrange to let people stay at the same location through the conference?
· Food plan: research in June, finalize in July? (unless it’s included in hotel.)
Programme design/ identifying presenters and facilitators
· As a group, brainstorm essential sessions we want at the conference 
· Decide on basic format (last yr, they had 27 sessions of 90 minutes, some repeated)- also, if we want to create a format (for example, updated information in the mornings, skills building in the afternoon)

· Create application for presenters

· Liase with potential presenters and facilitators from pre-conference subcommittee contacts
· Liase with organizations who have shown interest in presenting

· Decide on a review process for presenter applications
· Due date? (last yr it was June 9th)
· Once sessions chosen, create schedule. 
· Confirm facilitator attendance (last yr June 30th)
Determine and administer application process

· Create application

· Set due date (last yr May 26th)
· publicize preconference
· Create review process for applications: criteria, evaluation process, etc
· Notify accepted and reject applicants
· Require accepted youth to confirm attendance in some way
Prepare documents for attendees

· Welcome packet
· Translation of welcome packet into Spanish
· Set a date by which presenters must submit handouts for printing
Website 

· As application forms and information are ready, making sure they go up on the site.
Volunteers

· Talk with Ricardo and AIDS2008 about how many volunteers we need

· Orient those volunteers to their jobs and supervise them through the pre- conference
Immediately before conference

· Buy necessary supplies (pens, paper, etc.)

· Assign rooms for sessions

· Assign rooms at hotel

· Liase with presenters; prepare all handouts and get equipment they need

· Receive delegates at airport (perhaps)
· Be on hand to answer questions from participants

