                         ANNUAL CONFERENCE COORDINATOR

The Annual Conference Coordinator will coordinate all aspects of the Annual Conference and will establish a good working relationship with WAERT, RTOW and the district hosting the conference.  This person will be held accountable to the Board of Director’s.
1. Must be a WSRT and ASRT member.

2. Attend all the Board meetings and submit full reports for updates.

3. There will be a three year commitment to this position.  This commitment begins at the close of the Annual Conference.

4. It is suggested that the coordinator should attend at least one ASRT or affiliate conference during their term.

5. Develop and update template of the conference times and traditions for the WSRT.

6. Coordinate with WAERT (if applicable) the template of conference times.

7. Develop multiple templates to accommodate different days and times possible for the conference.

8. Work closely with the conference site as a liaison between the WSRT and the WAERT (if applicable).

9. Be a liaison to the conference site for speaker etc. sleeping room bookings, food selections, breaks and speaker presentation rooms.

10. Work closely with the conference site to obtain the best possible rates.

11. Periodically, contact different sites for rates etc., for the possibility of hosting the next conference.

12. Be responsible for maintaining the Willkie Talkies, WSRT banner etc. for use at each conference.

13. Educate the hosting conference that attendance records are kept by them for 5 years.

14. Contact the Governor inviting his/her attendance at the conference and declaring the week – Radiology Week for the State of Wisconsin.

15. Keep an accurate account of all expenditures and submit a voucher to the Treasurer, complete with receipts within 30 days.
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