NCTech4Good Conference – Timeline & To Do’s


Friday – June 25th:
Arrive and meet at Friday Center at 7 a.m.
Responsibilities:

Tani – Registration Desk/Banners, Collect all money (cash & checks to give to Judy before Reception along with Expense Receipts)  Note:  Carolyn Kotlas will be available to help with this, particularly during the sessions you’ll be attending.
Nancy – Sponsors/Exhibit Tables/Give-a-way Table

Paula – Room Monitors/Set-up & Ensure Keynote and Welcome are all set and ready to go.
Registration Desk:

1. Conference Banner in the Registration Area

2. Set up registration desk tent cards & registration signs (Pre-registered A-M / Pre-Registered N-Z & On-Site Registration)
3. Supplies:  Scissors, 7 Conference Pens, 2 Blue Sharpies, 2 sets of highlighters (Yellow, Pink & Blue), Paperclips, Blank Badges, Empty badge holders with neckties, receipt book and lunch tickets.
4. 2 hardcopies of Registration List (A-M / N-Z) 
a. We need at least 1 person per Registrations List.  Then they will need at least 1 person to assist them with handing out the bags and lunch tickets.

b. Ask each attendee their name, if they are still going to lunch (need a lunch ticket) and if they are attending the reception.

c. Highlight the first three columns (Name, Bag, & Lunch ticket)
d. Verify if they have already paid or if they still owe.  Collect any money due by check or cash.  Checks should be made out to “NCTech4Good Conference” (if they already made it out to “RTPNet” or “Public Information Network, Inc.”, this is also acceptable)

e. Give the attendee a name badge, tote bag, and a lunch ticket (Note:  if you run out of lunch tickets, please look for Judy Hallman)

f. If attendee does not receive a bag, then please provide with a program (if available)
5. OnSite Registration Area:

a. Clipboards with pens & onsite registration forms

b. Two clipboards for Conference Registration Form

c. One clipboard for Reception Only Registration Forms
d. Do NOT let people walk away with conference pens as we need to use throughout the day at the registration desk

e. 10 Lunch Tickets will be provided to this area

f. Envelope with cash to get started

g. Provide receipt if they are paying by cash

h. Checks should be made out to “NCTech4Good Conference” (if they already made it out to “RTPNet” or “Public Information Network, Inc.”, this is also acceptable)

i. Attach the check or check to the registration form with a paperclip

j. Provide a blank nametag and have them write their name, organization and city on the tag using a sharpie and place into a clear name badge holder with neck cord.

k. When there is a break, please add the names to the empty spaces on the N-Z Registration List

6. Reception Only Name Badges will be held separately since they won’t be used until later in the day.

7. Volunteer Badges – will be included in the cases that are alphabetized.  One case for A-M and another one for  N-Z

Room Monitors:

1. Put Tent Cards for each room

2. Set up easel with Poster for that Track/Room
3. Set up flipchart paper

4. Set of Markers for flipcharts (for each room)

5. A short welcome/thank you to attendees for participating

6. Introduce the Speaker(s) – name and title is fine.  Bios are all available online

7. Count the number of participants in that session and provide the count to Paula.  Paula will record them so we can get a feel for which track was most popular.

8. Afternoon Sessions:  Please remind remind everyone to recycle their badges.  There will be a black basket set up to return their badges.

Photographers/Videographers:

1. Pictures of the Registration Desk area

2. Pictures  of all the Exhibitors/Sponsors

3. Pictures of each room and each track

4. Candid pictures during lunch (try to see if you get a picture at each table)

5. Candid pictures during the reception

6. Video clips during the sessions (they can only be short video clips and not the entire session)
7. Video clips of informal interviews during the conference

8. Tani has a card reader that can be used to upload any pictures/videos or if you prefer to edit and send the best later that can also be arranged.
9. Post pictures/video clips to Flickr using the tag nct4g2010

Scribes:

1. Take notes during their assigned sessions.
2. Write up your notes and send to Judy Hallman
3. Sign-up sheet will be available for specific sessions. 
Give-Away Table:

1. Blue curling ribbon available to be placed on all give away items
2. Blue cups with signs go by each of the give-a-way items.   Blank forms are available for people to fill out at the registration desk area.

3. NTen conference t-shirts, (1) NCTech4Good Conference t-shirt, (2) NCTech4Good hats, (4) NCTech4Good t-shirts

4. Get with Judy for the books and any other give-aways that she may have.

Banners & Posters:

1. Parking Signs (3 including the stands), Small Banners (2 of the Conference Logo & 1 of NCTech4Good)  - Assigned to Nancy.
2. One Conference Poster to be on an easel at Registration Area (later can be moved to Reception area)  - Assigned to Tani & Registration Desk Volunteers
3. Conference Banner at the registration desk area.  We still have another conference banner and NCTech4Good Banner.  Decide on where to place.

4. Track Posters to go outside the door at each room on an easel.  - Assigned to Paula & Room Monitor volunteers
Supplies Available:
1. Duct tape (3 rolls)
2. Painters tape (2 rolls)

3. Electrical tape (2 rolls)

4. Packing tape with tape gun

5. Scissors

6. Glue Sticks (2)

7. Binder Clips

8. Med/Large Safety Pins

Volunteer Information:
	Name
	Assignment(s):

	Blackman, Andre
	Registration Desk

	Bornhofen, RJ
	TBD - 

	DeRamos, Ferdinand
	TBD

	Dickson, Antoinette
	Registration Desk

	Jacky, Richard
	Scribe

	Johnson, Elizabeth
	Registration Desk (7:30-8:45, 8:00-9:15, 4:30-5:45, and 5:30-6:15)

	Kim, Hosun
	TBD

	Kotlas, Carolyn
	Registration Desk – available for all shifts

	Llorens, Raphael
	Video

	Maloney, Shari
	Registration Desk

	McGurk, James
	Scribe

	Miller, Lisa
	Registration Desk (8:00-9:15 & 4:30-5:45)

	Mowrer, Matthew
	TBD

	Ornt, Linda
	Registration Desk (7:00–8:15, 7:30–8:45 & 8:00–9:15)

	Patel, Siddharth
	Registration Desk (4:30–5:45, 5:30–6:15 & 6:00–6:45)

	Rack, Elizabeth
	Prep 

	Ramos, Catherine
	Scribe

	Roehrs, Rebekah
	Scribe

	Sanders, Lindsey
	Registration Desk (7:30–8:45, 8:00–9:15 & 4:30–5:45)

	Skowronski, Jordan
	Scribe

	Strickland, Yancy
	Registration Desk (7:00–8:15, 7:30–8:45, 8:00–9:15 & 4:30–5:45)

	Travis, Steffi
	Registration Desk

	Von Ludewig, Heidi
	Scribe

	Wells, David
	TBD

	Williams, James
	Scribe

	Wolfe, Joanna
	Registration Desk (7:00–8:15, 7:30–8:45, 8:00–9:15 & 4:30–5:45)

	Yurko, Linda
	Registration Desk (7:30–8:45, 8:00–9:15 & 4:30–5:45)


7:00 – 8:00 am 
2-3 People

1. Set up the registration desk so supplies are easily available once the rush starts
2. Hang and put up signs that we have for the 
3. Greet early arriving sponsors and help set up the exhibit tables.
4. Help set up the "give away" table (at least four books and perhaps other items will be on display during the conference, and there will be a drawing for these as door prizes at the reception)
5. Make sure the three meetings rooms are set-up—each default laptop connected to the projector and configured for internet access, flip charts set up with markers, room sign posted.
7:45 – 8:45 am 
4 People will be needed to work the registration table

8:15 – 9:15 am 
Another 2 people to work the registration table and preferably stay until we’re sure only stragglers remain

4:30 – 5:15 pm 
2 People to register those arriving for the reception

5:00 – 5:45 pm 
Only 1 person should be needed at the registration desk

5:45 – 6:00 pm
Only 1 person should be needed at the registration desk

5:00 – 5:30 pm
1 or 2 People to help pack up all the information from the conference sessions (all 3 rooms)

6:30 – 7:00 pm 
1 or 2 people to help pack up the remaining materials

Room Monitor Volunteers:

	Time
	Session
	Speakers
	Room Monitor
	Room

	9:00-10:00
	Keynote
	Moderator: Sean Watson, Consultant, TechEffect Panelists: Angie Bailey, Assistant Director, e-NC; Jeff Cobb, Managing Director at Tagoras
	Sean Watson introductions; Paula will count
	Redbud Room

	10:15-11:15
	 
	 
	 
	 

	1
	The Online Money Funnel: Taking Donations Online and Selling Downloadable Goods
	Shelly Bowers, Director of Technology Solutions, United Way of the Greater Triangle; Nancy Starr, Freelance Web Developer
	 
	Windflower Room

	2
	Outside-In: Amplifying Organizational Impact Through Community-Driven Innovation
	Billy Bicket, Sr. Director, Community-Driven Innovation, NetSquared, TechSoup Global
	 
	Redbud Room

	3
	Keep Informed Without Being Overwhelmed
	Annaliese Hoehling, Membership and Outreach Manager, NTEN; Patricia Perkins, Information Technology VISTA, FaithAction International House; Sean Watson, Consultant, TechEffect
	 
	Bellflower Room

	11:30-12:30
	 
	 
	 
	 

	1
	Collaboration Tools
	Paula Jones, Director of Technology and Administration, N.C. Center for Nonprofits, and Nancy Shoemaker, Consultant Shoemaker Group
	Not needed
	Windflower Room

	2
	Using Social Media to Empower Your Fans to Build More Support for Your Cause
	Kivi Leroux Miller, President, Nonprofit Marketing Guide.com and EcoScribe Communications
	Leandra Ganko
	Redbud Room

	3
	Facilitated Discussion: Keep Informed Without Being Overwhelmed
	Moderator: Patricia Perkins, Information Technology VISTA, FaithAction International House Discussion leaders: Annaliese Hoehling, Membership and Outreach Manager, NTEN; Sean Watson, Consultant, TechEffect
	Patricia Perkins
	Bellflower Room

	1:30-2:30
	 
	 
	 
	 

	1
	Database Solutions for Nonprofits
	Moderator and Speaker: Sean Watson, Consultant, TechEffect; Speakers: Judy Hallman, Public Information Network, Inc./RTPnet; Patricia Perkins, Information Technology VISTA, FaithAction International House
	Sean Watson
	Windflower Room

	2
	Facilitated Discussion: Using Social Media to Empower Your Fans to Build More Support for Your Cause
	Kivi Leroux Miller, President, Nonprofit Marketing Guide.com and EcoScribe Communications
	Not needed
	Redbud Room

	3
	E-Commerce: What are the Risks? Spotting Legal Issues When Operating a Business on the Internet/Risk management.
	Mark Ishman, Attorney, Ishman Law Firm
	 
	Bellflower Room

	2:45-3:45
	 
	 
	 
	 

	1
	How To Think Like a Network
	Ruby Sinreich, Founder, Editor, & Blogger-in-chief at OrangePolitics.org
	Rebecca Currie
	Windflower Room

	2
	Finding and Working with Volunteers and Consultants
	Mark Dibner, Founder and Acting Executive Director, Kramden Institute; Paula Jones, Director of Technology and Administration, N.C. Center for Nonprofits; Karen Ondrick, Program Director for Community and Government Relations, Lenovo
	Paula Jones
	Redbud Room

	3
	Building Community Engagement with Location-Based Services (LBS)
	Wayne Sutton, Business development/ marketing strategist for TriOut and Partner of OurHashtag with Lawrence Ingraham, Strategist, TriOut
	Leandra Ganko
	Bellflower Room

	4:00-5:00
	 
	 
	 
	 

	1
	Facilitated Discussion: How To Think Like a Network
	Ruby Sinreich, Founder, Editor, & Blogger-in-chief at OrangePolitics.org
	Not needed
	Windflower Room

	2
	Facilitated Discussion: Finding and Working with Volunteers and Consultants
	Mark Dibner, Founder and Acting Executive Director, Kramden Institute; Paula Jones, Director of Technology and Administration, N.C. Center for Nonprofits; Karen Ondrick, Program Director for Community and Government Relations, Lenovo
	Not needed
	Redbud Room

	3
	Facilitated Discussion: Building Community Engagement with Location-Based Services (LBS)
	Wayne Sutton, Business development/ marketing strategist for TriOut and Partner of OurHashtag with Lawrence Ingraham, Strategist, TriOut
	Not needed
	Bellflower Room


Hand-Outs:

The following is a list of items that are currently in the tote bags:

· NCTech4Good Conference Program (Stapled 8 ½  x 11 Program)
· AAUW – Post Card

· Google for Non Profits – 8 ½ x 11 Flyers

· idealware – Post Card & ½ page flyer

· LuLu – 8 ½ x 11 Flyer, Bookmarks & Hats

· NC Live.org  - Handouts & Access Cards

· NPower – 8 ½ x 11 Flyer

· NTen  - 8 ½ x 11 Flyer

· UNC TV4Good (UNCTV.org) – 8 ½ x 11 Flyer

Note:  We ran short on some of the handouts and have included what we can in each bag.  Hopefully some of the vendors will be bringing some additional handouts that individuals can collect during the conference.
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