
Conference task list 
 
Alice Cassidy 
 
This information is based on conferences I have organized or co-organized, including at the 
national and local levels. You may not require all of these tasks to make your conference a 
success. If, at your conference, you have a task that is not on this list, I hope you will email it to 
me for inclusion, with attribution. Speaking of, if you use this list for your own use, I would 
appreciate attribution:  Alice Cassidy, In View Educational Development. Good wishes with 
your conference organization! 
 
Here are some big picture details to consider: 
 
1. Create a list of all the tasks you know you need help with. Allow for creativity and flexibility 
by having an ‘Other ideas’ category for those who want to help in any way they can; ask for 
suggestions. 
2. Send out invititations or ‘calls’ for volunteers and members of various planning and 
organizational committees.  
3. Create a sign-up list for the tasks; monitor it to see where some gaps might be so you can ask 
people to fill in. It might be best to have at least two people on any one task, in case one person 
cannot make it. 
4. Find ways to thank everyone (make a list so you don’t leave anyone out). 
5. Create a schedule of dates, times, locations so everyone knows who is to where and when. 
This can take various forms. Some tasks need to be done before the conference starts, so listing 
dates, times, locations, tasks and names is the best way to go. During the conference, consider 
adding these same details to a copy of the ‘schedule-at-a-glance’. Distribute schedules to 
everyone involved. 
6. Provide everyone with information they may need, such as FAQ, key phone numbers, 
information for emergencies… 
 
Form as many committees and sub-committes as needed (these are likely made up of staff from 
the unit hosting the conference, colleagues from across campus, and volunteers, who may be 
students, staff, faculy, post-docs, community members, or ???). Committees not only add value 
(provide creative input to the Conference Chair, and motivation and feedback to everyone), but 
they help lighten the load of work required to put on a quality event. 
 
Committees take on and oversee specific tasks. Depending on the task, perhaps one individual is 
needed. Here, in alphabetical order are some common topics you will need an individual or 
committee to oversee: 
 
Catering 
Conference registration (including, if applicable, conference bag; see ‘swag’ below) 
Entertainment 
Excursions (recreational, social, teaching and learning related) 
Information table during conference for big and small questions from delegates; you may want to 
create a list of the common questions and their answers 
Liaison (to society or organization if working with a rep; and/or with other institutions if co-
hosting) 
Message board 
Name badges 
On- and off-campus accommodations 



Plenary speakers 
Posters (communication with presenters, and set-up) 
Promotions (web and print) 
Schedule-at-a-glance 
Signs (for directions to conference locales, both inside and outside) 
Special guests 
Special meetings during conference 
‘Swag’ (laid out on a table for registrants to choose from. Include such items as maps, pens, pins, 
note paper, or other freebies. Do not place these items in the conference bag. Some folks might 
not want all of it.) 
 
 
It is strongly advised to have a committee for each of the following large tasks: 
 
Pre-conference workshops committee: For conferences with an open call for pre-conference 
workshops, read all applications (with the help of peer reviewers) to decide which proposals to 
accept.  Provide constructive feedback on the proposal and a clear timeline of when changes 
have to be made. Once accepted, organize which sessions best fit in which available rooms. It is 
possible that some of these be suggested as actual conference sessions; if so, liase with the folks 
coordinating the concurrent sessions committee (see below). For conferences with invited pre-
conference workshops, work with others to come up with a short list and timelines for inviting 
and receiving responses. Help design a special pre-conference feedback. See detailed instructions 
at end of this document for helpers at pre-conference workshops. 
 
Concurrent sessions committee: Working with peer reviewers, read a sample of applications to 
help determine suitability for acceptance and/or suggest changes to make suitable. See if the 
stream (or other sub-heading for the conference they selected is most relevant; if not, suggest 
another. Provide constructive feedback to the proposal and a clear timeline of when changes 
have to be made.  Once accepted, see if you can estimate the number of delegates who might 
attend. Use this informaton to schedule concurrent sessions for best mix and size or layout of 
room. Help design the session feedback form. 
 
Volunteer committee:  Enlist the help of as many volunteers as you can attract (do so by 
advertsing on the conference website and by email within your institution). Volunteers may be 
from your institution or from ‘away’. Once you have your volunteers, be sure to ask them for 
ideas on what needs doing. Here are a couple of ideas: 
 

• Add to the collection of conference door prizes (through donation or fnding sponsors) 
 

• Be a conference reporter, writing an article about sessions you attend, interviewing 
conference delegates or taking photographs (to be included on the conference website 
and/or a newsletter from the institution). 

 
Organize a group called the T-shirt Brigade (providing them a brightly coloured conference T-
shirt to wear so they’ll be easily visible!) for tasks best done by ‘locals’, such as those listed 
below: 
 

• Provide direction for conference delegates to buildings and specific rooms for plenaries. 
sessions and other events 

 



• Be present in each pre-conference workshop and concurrent session to help presenters 
with last minute details, including technology and possibly to give out and collect 
feedback forms (see detailed instructions at end of this document) 

 
• Help at nutrition and lunch breaks to keep things tidy (and of course, enjoy the food and 

beverage yourself too!) 
 

• Be 'runners' for information, materials and requests between locations and units as 
needed. 

 
• Be ‘informative’; helping delegates informally whenever the opportunity arises. 

 
• Offer to lead an informal excursion in off-conference times, to show delegates, especially 

from out of town, what our campus and city have to offer 
 
Conference 'perks' to consider offering to T-shirt brigade and perhaps all volunteers, or if pressed 
financially, those who volunteered a particular number of hours: 
 

• Attend the plenary sessions. 
• Attend the Opening Reception  
• Attend Banquet  
• Attend some concurrent wessions of your choice (in addition to those you are ‘working’). 

 
 
Pre-conference workshops are longer than most conference sessions, Also, participants usually 
pay to attend a pre-conference workship, there are other duties required of volunteers. Here are 
some instructions you can use or adapt to help orient your volunteers to this important task: 
 

• Meet session leader in the room and help them prepare (be there 30 minutes before start 
time, and stay a bit after it is over) 

• Check off names as registered people arrive. If anyone is not on this list, they must return 
to Registration Desk to pay/register. 

• Hand out feedback forms (discuss timing with session leader) and collect them at end of 
session. 

• Help remind participants that if they are in both morning and afternoon session, they get 
lunch (give exact location) 

• Do some specific initial troubleshooting with the AV equipment, if required, and contact 
the AV technical people if additional assistance is needed (more details on this will be 
provided) 

 
Then list, for each pre-conference workshop: 
 
The exact date and start and end time  
Building name and address, room location  
Title of session and who is leading it 
Names of volunteer(s) to be in that room for that block of time. 
 
 


