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2011 AOSA 
Professional Development Conference

in
Pittsburgh



What Is Needed

ÅPeople-committed volunteers

ÅInterest, enthusiasm and motivation

ÅTime

ÅTeamwork

ÅStrong leaders

ÅBrains and brawn

ÅUnity

ÅRespect for one another

ÅGo-getters

ÅHumor



Host Chapter Benefits
ÅTen sets of instruments to area schools, the year 

prior to the conference

ÅPre and Post-con workshops sponsored by AOSA for 
up to $1000 each

ÅHalf proceeds from the Boutique profits

ÅPartial reimbursements of conference registration for 
a maximum of 60 workers on-site

ÅAdditional copies of conference notes 

ÅDVD copies of taped sessions



Good to Know
NCD= National Conference Director  = Rosie Koepfle

NCC= National Conference Chairs = Alice Pratt/Diane Sabourin

LCC(s) = Local Conference Chair(s)

LCCCs = LC3s = Local Conference Committee Chair(s)

Experient= Professional Conference Planners

VAE= Professional AV company

Fern = Convention Exhibit Services

ED= Executive Director = Kate Johnson

Big Blues and Blacks = Large containers that instruments are shipped in 

prior to and post-conference

JD= Job Description

On-site = at the conference venue
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Local Conference Committee Chairs

Communicates with LCCs and other LC3s

ïResponds to emails and phone calls

ïKeeps updated progress reports

ïIs organized

ïHas basic computer skills or is willing to learn

ïMeets deadlines



Banquet
Å Strengths:  crafty, artsy, connections/knowledge of local entertainers, enjoys 

hosting parties

Å Communications:  Donations, Hospitality

Å Work with Conference Team to decide on banquet theme and entertainment.  

Å Plan centerpieces/decorations.

Å Confirm the dinner menu with NCD and NCCs .

Å Make decorations

Å Complete above; design and print program. Obtain seating chart from NCD and 
copy for hospitality.

Å On-site:  Decorate on-site.  Assign committee member to meet entertainment 
group and stay with them until departure.  

Å On-site workers: 6 



Boutique

Å Strengths:  crafty, artsy, creative, organized with lots of good ideas

Å Communications:  Signs/Certificates, Donations

Å Oversee and create items to be sold in the AOSA Boutique

Å Solicit help from neighboring chapters and friends

Å Obtain silent auction and logo items

Å Determine prices for items 

Å Oversee the day-to-day operations of the boutique at the AOSA Conference

Å On-site workers: Minimum of 20



/ƘƛƭŘǊŜƴΩǎ !Ǌǘ

Å Strengths: connection to local schools

Å Communications:  Signs/Certificates

Å Obtain names of art teachers in area schools and send letter of invitation

Å Collect art

Å With NCCs and LCCs select pieces for conference book tabs

Å Research and decide on display boards, tables, and exhibit locations.  

Å Arrange for transportation of art work

Å Set up/take down

Å On-site workers: 4

Å ASK ABOUT KidsArt



/ƘƛƭŘǊŜƴΩǎ tŜǊŦƻǊƳŀƴŎŜǎ

ÅStrengths: organized, knack for following through (lots of 
follow-ups), strong communication skills, feels strongly about 
this aspect of the conference

ÅCommunications: Signs/Certificates, Donations

ÅPost application forms for performances and demonstration 
groups on-line and in chapter newsletters

ÅReview applications and DVDs with committee and make 
recommendations to LCCs and NCCs

ÅContact groups

ÅSchedule performances, arrivals, departures with NCC and NCD 
(including Opening Session/Business meeting groups)

ÅWork with donations for thank you gift

ÅOn site workers: 1/group to meet and greet



College Credit
ÅStrengths:  local college connection

ÅContact local colleges  and universities regarding receiving credit 
for conference attendance. Arrange for in-service and pdpsas well

ÅInform NCC and NCD of college credit information to be included 
in Call to Conference, Program Book and on-line

ÅConfirm and prepare information regarding requirements for 
registration and in-service credit to present at the conference for 
attendees

ÅOn-site workers:  2-5   



Donations/Fundraising

Å Strengths:  ŀƎƎǊŜǎǎƛǾŜΣ ǇŜǊǎƛǎǘŜƴǘΣ ƻǳǘƎƻƛƴƎΣ ƴƻǘ ŀŦǊŀƛŘ ǘƻ ŀǎƪ ŦƻǊ άǎǘǳŦŦέ

Å Communications:   /ƘƛƭŘǊŜƴΩǎ tŜǊŦƻǊƳŀƴŎŜǎΣ .ŀƴǉǳŜǘΣ .ƻǳǘƛǉǳŜΣ IƻǎǇƛǘŀƭƛǘȅ

Å If the host chapters decide to seek funding for unique projects, two separate chairs 
are recommended.  Fundraising needs to begin right away.

Å /ƻƴŦŜǊ ǿƛǘƘ [//ǎΣ .ƻǳǘƛǉǳŜΣ IƻǎǇƛǘŀƭƛǘȅΣ wŜƎƛǎǘǊŀǘƛƻƴ ŀƴŘ /ƘƛƭŘǊŜƴΩǎ ǇŜǊŦƻǊƳŀƴŎŜ 
chairs to determine needed donations.  

Å Work with NCC and HQ regarding letter to industry members requesting donations

Å Prepare list of benefactors for NCC to be published in Conference book

Å Arrange for pick up and delivery of donations to appropriate chairs

Å Grant - writing

Å On-site workers: 1-2



EQ

ïSTRENGTHS: organized, calm, able to lift heavy equipment, ability to 
move quickly on-site, computer skills necessary to set up grids

ïCommunications: IN,NCD, NCC

ïRESPONSIBLE FOR RISERS, SHELLS, BOOM BOXES (21), MUSIC 
STANDS (100), BATTERIES, KEYBOARDS (8), DVD, VCR and LCD (if 
applicable).

ïReceive EQ/AV grids. Confirm presenter AV requests with NCD. 

ïContact local schools and teachers to borrow items.

ïFamiliarity with conference venues. 

ïOn-site-trouble shoot.  Committee size- 6



Hospitality
ÅStrengths:  cheerful, welcoming, patient, friendly, enjoys learning about the 
area

ÅCommunications:  Banquet, Registration, Donations, Signs

ÅCommunicate with donations; discuss contents of Hospitality bags for NBT, 
presenters, performers and dignitaries

ÅCheck conference site for location of restaurants, churches, and places of 
interests for attendees. (Visitor Center will be a  good resource.) Determine 
other helpful information-shipping, transportation, etc.

ÅPrepare bags. Obtain list from NCC and NCD of VIPS. Update information

ÅPrepare floor plan for banquet sign up

ÅOn ςsite: Be warm, friendly and hospitable for endless hours. Be prepared to 
answer the same questions over and over.

ÅOn-site workers:  5



Instruments
ÅStrengths:  organized, calm, able to move bass xylophones and metallophones, 
ability to trouble shoot on-site, computer skills necessary to set up grids

ÅCommunications:   EQ

Spokane conference-arrive early to inventory AOSA instrumentaria.  Work with 
NCD to place in session places.  Saturday afternoon coordinate packing of AOSA 
instruments.  With LCCs confirm IN and EQ pickup for local schools.  Be sure 
teachers and administrators understand their responsibility.

ÅSurvey local members for availability of instruments to be loaned for the 
conference.

ÅReceive IN grids from NCD.  Request instruments from local members as 
needed.  Begin to develop schedule for conference.

ÅArrange with NCCs and NCDs for rental trucks to get instruments to and from 
conference venue

ÅStay calm and flexible during this most important conference function.

ÅSend NCD list of missing items at end of the conference.

ÅOn-site workers: 27 +



Publicity

ÅStrengths: persistence, outgoing, strong writing skills
ÅCommunications:  NCCs, LCCs

ÅSend conference information to music educators, administrators and area 
teachers
ÅArrange for distribution at area education conferences-focusing on target 
populations
ÅWorking with NCCs and NCD arrange for advertising in area music journals
ÅMake media contacts and arrange for conference coverage
ÅWith NCCs prepare press releases
ÅHost media representatives who attend the conference
ÅOn-site workers: 2 


