ACSNB/CHANB
ANNUAL CONFERENCE PLANNING COMMITTEE

TERMS OF REFERENCE
The Annual Conference Planning Committee of the Catholic Health Association of New Brunswick shall meet on a regular basis as required throughout the year or as circumstances require and shall:

1)  Receive recommendations from the Educational Committee of the Board of Directors as to location of the annual conference, dates and length of conference.

2) The Education Committee through the Board of Directors will recommend and acquire the speakers for the conference and set the theme.

3) The planning committee shall be appointed by the Board of Directors upon recommendation from the Education Committee and shall be composed of a representative from the area in which the conference is being held.

4) The Chairperson of the CHANB Education Committee will be a member of this planning committee.

5) A member of the Spiritual and Religious Care Committee will be a member of this planning committee.

6) The Chairperson of the Planning Committee shall be chosen from among its members.

7) Cost of registration should be approved by the Board of Directors.

The planning committee in collaboration with the CHANB office will be responsible for:

	TASK
	DONE BY

	Arrange for location of conference/meeting rooms

Prepare, print and distribute a brochure not less than 90 days prior to the annual meeting

Negotiate prices for accommodation and advise membership

Arrange for banquet/luncheon and coffee breaks with convention ctr

Find local entertainment for banquet

Arrange for translation services

Receive registrations for the conference and keep the PC notified regarding numbers of delegates.

Prepare registration name tags for all delegates to conference.

Prepare information kits for delegates, by asking your community and CHANB office for inserts.  (Maps of the area, tourist info, conference brochures, pens, papers, etc…)

Ensuring that Pastoral Care Committee of CHANB has prepared the appropriate liturgies in both languages at least 30 days before the conference.

Prepare liturgy.  Meet with Parish Priest to discuss liturgy and items needed for mass, i.e.; linens, mass kits, etc…
Prepare print menu or table tents for the banquet as well as the benediction (grace).

Arrange for press coverage.

Meet with CHANB director for master of ceremonies detailed duty.

Select readers for liturgies, prayers during the whole convention and Eucharistic liturgies in church and music and song leaders.
Plan the decoration of the meeting facilities, including ordering flowers and corsage for citation award recipient.

Propose budget shall be approved for planning committee by the Education Committee of the Board of Directors.
Meet with CHANB office for a table top exercise prior to the convention.

Provide personnel for registration.

Guest speakers will be introduced by Board Members.

Master of Ceremonies for the banquet and Citation Award.

Entertainment introduction
Evaluation Forms

Ensure that an invitation send to Bishop Liaison
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