Executive committee

-making all final decisions

Abstract (call for papers) committee

-obtaining mailing lists

-finding other places to announce (CLA, Linguist List, etc.)

-deciding on the content of the call

-choosing and setting up software

-setting up a submission form on the website

-composing a message to send to acknowledge receipt of abstracts

-once received, deciding who to send each abstract to for refereeing

-receiving and compiling the referees decisions

-deciding on the acceptance

-sending out notices of acceptance and rejection

Program committee

-rough outline of program (skeleton)

-deciding on plenary speakers

-deciding on workshops

-deciding on symposia

-deciding on panels

-deciding where to put each talk (once we know which ones are accepted)

-deciding on session chairs

-contacting session chairs

Registration committee

-creating a form for pre-registration and registration

-receiving and compiling lists of attendees

-investigating best methods of payment

-preparing receipts

-preparing folders, freebies

-preparing nametags

-preparing booklet (abstracts, program, info on restaurants, printers, etc.)

-deciding on best place to get stuff printed

-dealing with the LVC subscription

Finance committe

-budget

-obtaining budget info from previous NWAVE hosts

-bank account

-keeping all receipts

Publcity/Marketing

-logo

-posters

-sending out posters to universities, etc. (deciding on a list of places to send)

-apparel

-receiving sponsors to fund receptions, breaks

Website

-design

-maintenance (updating when info becomes available)

-registration form

-abstract submission and refereeing forms

-gathering info on restaurants, printers, housing

-finding out about special rates from hotels

-crash space

Conference space, AV equipment

-rooms for talks

-rooms for workshops

-space for poster session

-room(s) for plenaries

-space for book display

-AV equipment for each

Food/Receptions

-catering for coffee breaks

-venue for receptions

-catering for receptions

