	Mountain Plains Management Conference Planning Guide

	Date
	Activity
	Responsible Party

	Before Oct, 2 yrs prior
	Discuss intent to host with local faculty, local administration, and MPMA Board President
	Future Conference Chair Elect

	October, two years prior
	At MPMA Board meeting (at MPMC) present letter from Dean (or higher authority) of host institution verifying intent to host.
	Conference Chair Elect

	Soon after returning from MPMC
	Form Organizing Group and appoint Track Chairs
	Conference Chair Elect

	
	Research costs, establish operating budget, and gain institutional approval
	Conference Chair Elect

	
	Determine conference date and reserve facilities
	Organizing Group

	
	Develop conference theme, set submission dates, and create Call for Papers
	Organizing Group

	September
	Create and test conference web site
	Web Master

	October, one year prior
	At MPMA Membership meeting (at MPMC) discuss the next year’s conference and distribute Call for Papers to members. 
	Conference Chair Elect

	December
	Refine e-mailing list
	Web Master and work-study students

	December
	Determine and implement other advertising means 
	Conference Chair

	January
	Contact sponsors as allowed by local policy
	Organizing Group

	January
	Begin monthly emailing of Call for Papers
	Web Master

	May 1
	Create and post reviewer form and registration form
	Org. Group/Web Mstr

	May 15
	Receive and acknowledge first round of submissions and pass to track chairs 
	Proceedings Editor

	June 1
	Distribute papers to reviewers
	Track chairs

	June 15
	Review papers
	Reviewers

	June 16
	Notify authors of reviewers findings, recommend acceptance to Editor
	Track Chairs

	June 17
	Notify “clean-paper” authors of acceptance
	Proceedings Editor

	July 1
	Receive revised papers from authors, recommend acceptance to Editor
	Track Chairs

	July 2 
	Notify “revised paper” authors of acceptance
	Proceedings Editor

	July 1, based on 1st & 2nd round paper submissions counts
	Book block of hotel/motel rooms 
	Admin Assistant

	
	Arrange for food service 
	Admin Assistant

	
	Adjust presentation room reservation 
	Admin Assistant

	
	Order schwag (notebooks, etc.) for participants
	Admin Assistant

	
	Check with Chamber of Commerce Visitor’s Bureau for information packets
	Admin Assistant

	July 1
	Confirm keynote speaker and other speakers and entertainment
	Conference Chair

	July 1
	Receive and acknowledge second round of submissions and pass to track chairs 
	Proceedings Editor

	July 15
	Distribute papers to reviewers
	Track chairs

	Aug 1
	Review papers
	Reviewers

	Aug 2
	Notify authors of reviewers findings, recommend acceptance to Editor
	Track Chairs

	Aug 3
	Notify “clean-paper” authors of acceptance
	Proceedings Editor

	Aug 15
	Receive revised papers from authors, recommend acceptance to Editor
	Track Chairs

	Aug 16 
	Notify “revised paper” authors of acceptance
	Proceedings Editor

	Sep 1
	Establish preliminary Program Schedule by presentation rooms
	Scheduler

	Sep 1
	Receive Registrations and payments
	Admin Assistant

	Sep 1
	Coordinate details of Board Meeting and Business Meeting w/MPMA President
	Conference Chair

	Sep 1
	Determine Best Paper Awards
	Track Chairs

	Sep 15
	Order Best Paper plaques and checks for winners
	Admin Assistant

	Sep 15
	Order $500 seed money check for next year’s MPMC host
	Admin Assistant

	Sep 15
	Finalize, post and distribute Program Schedule
	Scheduler

	Sep 15
	Determine registration table logistics and arrange for workers
	Conference Chair

	Oct 1
	Create and reproduce Proceedings CDs and labels
	Editor & work-studies

	Oct 1
	Photocopy schedule, other handouts, and meeting materials
	Admin Assistant

	Oct 1
	Create name tags, stuff packets, email directions to presenters
	Admin Assistant

	Oct 1
	Prepare report to MPMA Board on registrations and paper counts
	Conference Chair

	Oct 20
	Pass mailing list & reviewer/registration forms to next year’s Conference Chair
	Conference Chair

	Oct 20
	Pay bills, recap budget, 
	Admin Assistant

	Oct 20
	Send “thank you” notes to all helpers, sponsors, keynote speakers, etc.
	Admin Assistant



