
Education Liaison 

 Help to update the prospectus/online registration (Start working with the Sponsorship 

Committee in June/July to have this completed by July 30. Then, Director of Sponsorship will 

send it to Communications to be emailed and posted on website no later than three months 

before event (August 6)). This document must be reviewed by: VP of Education, Director of 

Monthly Events, Director of Sponsorships, and Fall Focus Chair. 

 Attend Fall Focus Committee calls -- these may occur about once a month starting in the 

summer. 

 Work with Fall Focus Logistics Coordinator to determine set up, electric, table size, etc.   

 Maintain spreadsheet of confirmed exhibitors and sponsors in the google drive - All information 

must be completed and kept up to date. 

 Reach out to exhibitors and sponsors for missing items. 

 Save exhibitor and sponsor logos in the google drive. 

 Send an email to each sponsor confirming fulfillments - when and where everything needs to 

happen (i.e. podium time, attendee gifts, etc.) 

 Three weeks in advance, send list of sponsorship fulfillments to be made during event - podium 

time, gift, signage, etc. - to VP of Education, Dir. of Monthly Events, Dir. of Sponsorships, and Fall 

Focus Chair. 

 One-two weeks before event, work with Director of Sponsorship to assign exhibitor tables to all 

exhibitors and sponsors -- prioritizing sponsors first. 

 One week before event, work with Director of Sponsorship to compose and send email to final 

exhibitor and sponsor list (Needs to include table assignments). 

 One week before event, make and print signs for table assignments. 

 Onsite: Lay out table assignment signs. Be available at the registration desk during set up/check 

in for exhibitor/sponsor assistance. Provide list of final exhibitor/sponsors to registration. 

 Post-Event, follow up with Thank you email to all exhibitors and sponsors -- prompting feedback 

on the event. 

 


