
Electronics/Utilities 
 
Website 

You will be working closely with the Electronic Services Chair to get 
information on the website; so do your leg work early re: a link for 
Hotel Registration, finalizing the Conference Registration Form with 
the Treasurer, etc., in order to allow time to get information up and 
running. 
 
Finalize the website as soon as possible in the Fall - utilizing your 
logo for visual appeal and deciding the information to go on it.  
Items to include on the website include a President’s Welcome, 
Tentative Agenda, Conference Registration, Hotel Information & 
Registration, Conference Committee Listing, Conference Checklist, 
Local Attractions, New Aid Officer’s Workshop Information, Charity, 
and Diversity – plus any other special events. 
 
See “SASFAA Annual Conference Tentative Agenda – Web” 
(attachment 32) 

 
The Conference Evaluation should be available on the website 
immediately prior to the beginning of the conference. 
 
All sessions in PowerPoint format should be given to the 
Electronics Services Chair as soon as possible after the conference 
for placement on the website. 

 
 
Conference Committee Listserv 

You will be utilizing the SASFAA-L listserv to get information out to 
the entire membership; however, SASFAA does have a Conference 
Committee Listserv that you can create with your committee 
members to exchange ideas quickly.  The ATAC (Administrative 
Technical Access Center) User Guide is provided in the back of this 
section. 

 
 
Conference Calls 

A Conference Call Account has been established for the 
Conference Committee.  [Please see your Account and Access 
Information at the end of this section.]  The Conference 
Committee’s Owner # is 1493388. 
 
Send the following information out to your committee, when setting 
up the conference call: 
 



 Dial-In Number: (866)493-8186 or (720)239-5794 
Conference Code Number:  341422 
(Your Leader PIN is 2060) 

 
You will need to review statements sent by the Treasurer and 
submit a Miscellaneous Expense Form for payment (see Financial 
Information Section). 

 
 
 
On-Site Electronics 

You will have at least one person assigned the task of coordinating 
on-site Electronics. 
 
Registration.  The Treasurer will need a dedicated telephone line 
for computer access for registration. 
 
Voting.  You will need to be aware of internet charges in the rooms 
designated for voting and labs versus internet charges in individual 
sleeping rooms.  Although members may vote from their laptop in 
their room, you will need to have at least 2-3 designated computers 
in the Computer Lab for voting, during the hours scheduled to vote. 
 
Computer Lab.  Depending on cost, determine the number of 
computers you are able to set up in the Computer Lab during the 
hours of operation.  It is recommended to have a person in the 
Computer Lab at all times, in order to help with computer 
malfunctions.  
 
Hands-On Learning Lab.  Depending on cost, determine the 
number of computers you are able to set up in the Hands-On 
Learning Lab for interest sessions specifically geared toward 
participants using the computer themselves. 
 
For SASFAA 2006, we rented 20 computers from RUSH Computer 
Rentals. 

 
 
AV 

A conference committee has been responsible for coordinating on-
site AV.  You and the Hotel Liaison will be scheduling AV through 
the Hotel (See Hotel Section) for General Sessions. 
 
Concurrent Session AV needs should be monitored as information 
comes in from Presenter’s.  A cache of laptops and video projectors 
need to be solicited from board, committee members, and others 



who have equipment available for use in setting up the session 
rooms.  All equipment & cords should be marked for return to the 
proper person. 
 
It is recommended that this person and the conference chair have 
all PowerPoint sessions loaded on a flash drive in order to load into 
the machines for that room on-site (as well as for backup 
purposes).  The AV coordinator should have a sub-committee of 
several volunteers to monitor the session rooms to make sure AV is 
running smoothly. 

 
 
Walkie-Talkies 

As a SASFAA asset, you need to make sure the Walkie-Talkies are 
in your possession and to whom they have been assigned during 
the conference.  Typically, at least, the Conference Chair, 
Conference Chair-elect, Hotel Liaison have walkie-talkies. 
 
The Walkie-Talkies are used at both the New Aid Officer’s/Mid-
Level Workshops and the Conference.  When not in the possession 
of the Conference Chair, they should reside with the Vice 
President. 

 
 
 
  
 





















 
 



 



I, authorize RUSH Computer Rentals, Inc. to charge

the following dollar amount to my credit card:

Date:

Rental Amount:

Security Deposit:

Delivery Charge:

Tax Amount:

Total Amount:

Charge Card: AMEX VISA MC Discover

Credit Card #:

Expiration Date:

Name on Card:

Cardholder's Signature:

Company Name:

Credit Card Billing Address:

Contract# Approval#

Rental Contract Credit Card Authorization

$4,174.20

$0.00

$3,515.00

1/5/2006

$309.20

$350.00

Office Use Only

This authorization is for the rental of equipment and shall be valid for all future charges including,
if applicable the cost of any lost or damaged equipment.
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