2026 Convention To Do List

	
	Item
	Who?
	Status
	Comments

	1 
	Organize Convention Committee meetings – discuss:
· Registration fees
· agenda/speakers (esp economist)
· whether to have keynote speaker or entertainment at banquet?
· discuss/decide on menus
	Marcella & others for speakers
Erin & Sari-Kim for menus
	In progress
	Fees are set ($750, $175, $1,000 & $195)

	2 
	Get name & contact info for ALTA representative & spouse – free registration but not room
	George
	Partially done
	Scott Chandler; need to confirm spouse (Julie?) and register them

	3 
	Design 2026 logo for use on
· flyer
· printed program
· signs for sponsor’s events (like wine, dinner, etc)
	George
	Done
	

	4 
	Get list of last year’s sponsors (incl contacts, $ amounts) from John Holt
	Paul
	Done
	See John’s email 1-7-2026

	5 
	Get code, link & phone number from Suncadia for room reservations
	George
	Done
	In flyer (waiting for event link to distribute flyer)

	6 
	Determine registration fees for
· primary attendee $425 (last year)
· spouse/partner/guest $175
· vendor $1,000 (1 free)
· sponsor (1 free for larger amounts)
· 2nd sponsor/vendor $175
	Committee
	Done
	In flyer; waiting for event link (needs to show 8.3% sales tax per ticket)

	7 
	Determine what program to use for registration (Glue Up? Event Brite? Constant Contact?)
	George
	Working on it
	Probably EventBrite – working on how to collect correct sales tax

	8 
	Create links for registrations (need amounts & how many free with sponsorships, etc.)
	George
	Working on it 
	Difficulty with getting sales tax correct

	9 
	Design registration language for flyer & for webpage (include Early Bird reference)
	George
	Done
	Waiting for event registration link

	10 
	Add registration & room links to webpage
	George
	
	

	11 
	Design email to send out with flyer
	George
	
	

	12 
	Prepare PDF flyer for emailing = Include:
· Photo (same as program?)
· Blurb
· room reservation link & phone
· event registration info & link
	George
	Drafted
	Waiting for event registration link

	13 
	Design email to invite vendors (individual) CHECK EMAILS FOR PREVIOUS INQUIRIES)
	Paul?
	
	Paul has list of past vendors & interested & possible vendors

	14 
	Send email with flyer to: John Holt, 
	
	
	

	15 
	Design email to invite sponsors (individually)
	Paul
	
	

	16 
	Design vendor booth attendance card for drawing (logos needed)
	George
	
	Will use card from 2024 – there may be more than will fit around the edge – work on design

	17 
	Get stamps for vendors to use
	George
	
	There may be some from 2024 – check with Sean’s supplies

	18 
	TITAC raffle & silent auction – work with Idaho counterpart
	Paul
	
	

	19 
	Prepare spreadsheet (or Word table) of sponsors to 
· track amounts
· confirm that we have logos (for showing on vendee booth visit, printed program, table signage, general use)
· free attendee(s) registration for qualifying sponsors
· show levels (platinum, gold etc) 
· event logo & logos for WLTA, ILTA, OLTA
· ad sizes for program – GET THEM well in advance!!
· what they sponsor – BAGS, lanyards, wine, dinner, drinks, break, receptions, etc.
	Paul
	
	

	20 
	Same type of spreadsheet for vendors
	Paul
	
	See John’s email 1-7-2026 & George’s spreadsheet & John’s email 1-7-2026

	21 
	Design printed program (see Idaho 2025 & WA 2024 examples)
· Agenda
· Logos for agenda, sponsorships, vendors
· Ads
· sponsor & vendor lists
· state officer lists
· CHECK PRINTER DEADLINES
· Schedule meeting with printer
	George & Sean
	
	

	22 
	Arrange for golf 
	Jim Blair
	
	

	23 
	Prepare spreadsheet of vendor contacts logo for program & signs
	George & Sean
	
	Work with printer

	24 
	Minutes of last board meeting
	Sean
	
	

	25 
	Order President’s plaque
	George
	Done
	

	26 
	Prepare for Board/annual meeting – esp. agenda. 2 of them – combine Board with Annual meeting in one agenda
	George & Sean
	
	

	27 
	NEWSLETTER (work on Newsletter in Publisher with Sean)
	George & Sean
	
	Need content

	28 
	Get President’s report for Newsletter from Ashley
	George & Sean
	
	

	29 
	Ask for Newsletter:
· Legislative report
· Judiciary report
· Education
· WTP
· TITAC
· TAN, etc
	George & Sean
	
	

	30 
	Talk to Craig as chair of nominating committee
· provide list of past presidents & emails & phone #s
· his responsibility to organize meeting(s)
· main goal is VP nominee, will be Underwriter 
	George & Sean
	
	Craig is aware

	31 
	Talk to Anthony
· calling all Board members & committee chairs to confirm their willingness to continue to serve
· give him current list (esp. who have 1 & 2-year terms)
	George & Sean
	
	Should be phone call first

	32 
	Names of officers for printed program & induction at banquet by ALTA representative
	George & Sean
	
	

	33 
	Reminder email with flyer
	
	
	

	34 
	Get bags (from sponsor)
	George & Sean
	
	

	35 
	Get lanyards from sponsor (deliver to printer)
	George & Sean
	
	

	36 
	Print attendee names for badges  (deliver to printer
	George & Sean
	
	

	37 
	Determine Early Bird entries
	George & Sean
	
	

	38 
	Do Early Bird drawing in advance
	George & Sean
	
	

	39 
	Buy Visa cards – Early Bird, other raffles, vendor visits, after lunch & break
	George
	
	

	40 
	Buy Starbucks cards (printer)
	George
	
	

	41 
	Work out meals (incl breaks)
	Erin & Sari-Kim
	
	

	42 
	Determine meeting rooms: dining/breakfast/lunch/banquet, ice breaker, reception. etc. – layouts, bars, microphones, break treats
	George & Sean
	
	

	43 
	Determine vendor booth layout with Suncadia
	George & Sean
	
	

	44 
	Print sponsor signs (for tables & registration table)
	George
	
	Sean has sign stands

	45 
	Email vendors re shipping info 
	George (or Paul?)
	
	

	46 
	Newsletter articles
	George & Sean
	
	

	47 
	Order lifetime achievement plaques, if any
	George & Sean
	
	

	48 
	Pick all material up from printer 
	George & Sean
	
	

	49 
	Print miscellaneous materials (not sent to printer)
	George & Sean
	
	

	50 
	Prepare agenda & financials for Board meeting
	George & Sean
	
	

	51 
	Submit to WSBA for MCLE credits for business sessions
	George & Sean
	
	Taxable event anyway – this shouldn’t impact taxable status of event?

	52 
	Determine if any members or past members are deceased. Prepare resolution(s) – send to new/incoming VP for reading
	George & Sean
	
	

	53 
	Prepare/print Lifetime Achievement certificates, if any
	George & Sean
	
	

	54 
	Prepare WTP certificate for Aegis employee?
	George
	
	

	55 
	Prepare MCLE attendance confirmation form
	George & Sean
	
	

	56 
	Print list of attendees to insert in bags
	George & Sean
	
	

	57 
	Plan for & print handouts for Board/Annual meeting (printer deadlines):
· Minutes of previous Board meeting
· Agenda (Board & Annual meeting)
· Anthony’s list of Board & Committee chairs (for inclusion in agenda)
· PDF of Board members, officers, Committee chairs & members as of after Annual meeting
· Dues lists
· Financial reports
· MCLE Attendance confirmation
· Vendor booth visit cards
	George & Sean
	
	George or printer

	58 
	Bring the above items to Suncadia!
	George & Sean
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