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· gathering names of suggested speakers (before mid-late Nov)
· sending out invitations (usually by email) to those chosen (usually about 15 people) (Nov 20 - Dec 15)
· Confirm speakers and find others for those who aren't able to make it. (December - January)
· Endure Bios (with picture) are being gathered and sent to Hospitality Chair 
· have final list of speakers sent to webmaster to be posted on the website (January-Feb)
· Gather topic summary for each speaker (to be sent to webmaster) (january-Feb))
· schedule times and rooms for each speaker (One month before)
· procure the av needs for each speaker and communicate with HK IT persons (Early March)
· Secure person to introduce presenter (Early March)

· prayer meeting with speakers at the beginning of the event (first day of conference)
· be available at conference to assist speakers (during conference)



