Georgia Organization of School-Based Speech-Language Pathologists

Role/Responsibilities
Facility/Vendors Continuing Education Sub-Committee
Activities of this Sub-Committee:
In collaboration with the Continuing Education Planning Committee:

A. Prior to Conference (after conference dates have been established):
1. Collaborates with Executive office to locate and secure a facility appropriate for the conference.

2. Collaborates with Executive office in determining and securing all food and beverage, AV equipment, rooms, special events for each conference, etc.
3. Collaborates with Executive Office to determine vendor specifications and identify potential vendors

· Ensures that vendor packets are sent to appropriate vendors

· Reviews vendor applications

· Selects vendors that meet the needs of school-based SLPs

· Ensures that vendors chosen are notified and given appropriate information regarding set up and tear down of vendor tables

B. At the Conference:
1. Collaborates with the Executive Office to resolve any issues that arise regarding food, AV Equipment, rooms, special events, etc.
2. Collaborates with the Executive Office to ensure that all vendors are
· Set up in the assigned space
· Given information about location of lunch
· Given a copy of the Conference Program
3. As needed, assists Volunteer Chair with implementation of ADA accommodations
C. After the Conference:
1. Ensures that all signs have been removed and returned to appropriate individuals
2. Ensures that all vendors are sent a thank you for their participation in the conference
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