Report Templates for the LAC 
Local Arrangements Committee


Preliminary Report:  (to be presented to Council at meeting prior)



Overall planning




Joint meeting information—organization and principle

organizers



Budget--preliminary

Committee members

Development and Fundraising


Local Support


Sponsors


Vendors

Hotel


Date, City, Name


Contract specifics


Cost of room


Food commitment


Room Block-preliminary


Requirements


Audiovisual

Marketing Plans




MAC Business Meeting




MAC/non-MAC members




Community

Registration 

Projected

Mechanics



Tours

Transportation issues

Reception

Questions or Issues for Council

Final Report:  (to be presented to Council meeting after)


Committee members


Overall assessment of meeting


Special acknowledgments


Communication with PC


Attendance breakdown



MAC/non-MAC



Students



Free registrations



Budget—Final and Profit

Development and Fundraising


Total amount, including in-kind


Local Support list


Listing of Sponsors and their donations


Vendors

Food Breakdown and Funding


Breaks-cost, and how paid


Reception-cost, and how paid

Hotel


Room Block-final



Block made?, and if not, what were the penalties?


AV costs

Final breakdown of costs

Overall comments

Luncheon Events—cost and attendance

Marketing--Overall

New Members Event—cost and attendance

Plenary (ies):  Cost

Registration-final count

Session breakdown and logistics



Tours




Description




Attendance 




Did any not happen, and why

Reception


Costs


Overall comments

Transportation


Reception, Tours, Restaurant Tours


Other


Final costs

Vendor Fair


Number/Profit


Vendor participants


Overall comments

Workshops


Costs


Did any not happen, and why

Other Issues

Recommendations for future meetings


What Worked


What Didn’t Work

