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iwnat Task Descriptions DEADLINE Owwene -

Add conference to website with “Ix Interest™ Button, incledng asto tweet.
Add conference to MT and Presenter’s calendars, marking a3 tentative (T)
Review Mot Wanh rotes for previous properties,

Research city by looking up corvenient locations usng casymapmaler (consider hotels
Bsted for which there s a fle in Potential New Location Emadls File) Populate the
2ppropriate tab In hotel hoted contract tracking sheet 10 wse as master list of properties.
On the appropriate 1ab in hotel contract tracking sheet, reseacch propertio to identify
those with rooms meeting our spedifications, update theet with corresponding
conflerence room names & sires

Call potential properties to pet the name and emall address of POC to send specs and
dates, For retuming properties, reach ost %0 POC, confirm desired conference room is
valable

Emal RFP and room diagram 10 hotel, requesting proposal.

Review proposal and room schematic from hotel: compace to others received from that
oy

Senvd recommendation to Sarah (where applicable)

Secure contract for approved hotel / corference room / dates,

Review contract. Negotiate as required. For returming peoperties, negotiate deposit /
room assignment / F&B etc based on previous esperience with hoted. Ask if set up time
<an be contracted without fisancial impact.

Sign, scan and upload contract 10 Dropbeox. Confirm conflerence reom same on contract
for darity of room assigament (add by hand if necessery)

Email seam to oty sgned contract & in Dropbox.

Add conference to MT and Presenter’s calendar, romoving (T). Inchude hotel address and
phone number in notes section.

Publsh conference on MT webste.
Add conference to list on weekly conk da
L - la mm L wmrace Intaract et
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Done - 7/22/19

Done - 7/22/19
Done - 7/3/19

Done - 7/30/19
Done - 1/29/19
Done - 7/30/19

Done - 7/30/19

Done - 7/50/19
Done - 7/30/19

Done - 7/50/19
Done - 7/31/19

fnna . T8N0

N0
Done - 7/24/19
Cone - 7/18/19
Done - 2/22/19
Done - 7/23/19

Dene - 7219
Done - 7/23/19
Done - 7/24/29
Done - H6/19
Done - 8/15/19
Done - R/16/19
Done - 8/16/19
Deone - R/20/19

Done - 8/20/19
Dene - 8/23/19

Done - 8/23/19
Dene - 8/29/19
Nena . 0HING
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Aun0  urex
Dome-7/26/19 ©  Done-7/26/19
Done - 7/18/19 : Done - 7/18/19 :
Done - 2/22/19 Done - 7/22/19
Done-7/22/19 | Done-7/29/19
Dorw-7/22/19 ©  Oore-7/29/19
Done-2/22/19 ©  Oone-2/30/19
Done-7/22/19 Oone-7/30/19
Done - 72319 Oone-9/M/19
Done - 7/23/19 Done - $/3/19 :
Dowe - 7/24/19 Done - H/1/19
Done-7/25/19 | Done-%/3/19
Dorw - 7/25/19 ©  Done-34/10
Done-2/15/19 ©  Done-9/4/19 :
Deme-7/26/19 ©  Dene-9/9/19
Oone-7/26/19 ©  Done-9/819
Dome - 7/31/19 | Done-9/14/19
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