
2019 IWL Conference - Louisville 
MBSA Scope of Services 

 
IWL Conference Louisville - April 25, 2019 
1. Participate in one advance site visit with Marriott and audio-visual provider. 
2. Participate in monthly planning meetings, by phone if needed. 
3. Attend and assist on site at the February 7 Power Up conference. 
4. Assist in planning and overseeing VIP Reception logistics. 
5. Create venue BEOs and vendor orders. (excluding AV) 
6. Work with event producer to develop a comprehensive Run of Show.* 
7. Assist show producer with stage management and production (TBD).* 
8. Assist show producer with transition script writing or reviewing for general session and breakouts. 
9. Assist with speaker movement and management on site. 
10. Provide Front of House support on site by ensuring BEO details are executed on time and per 

specifications.   
11. Assist, as needed, with registration, volunteer management and general event support and troubleshooting. 
 
Please note that Maribeth Smith & Associates, Inc. will not be directly responsible for the following, but 
can lend counsel and support as appropriate: 
 

1) Sponsorship sales or VIK procurement. 
2) Speaker logistics including selection, contracting, travel logistics or presentation development. 
3) Develop event scripts, videos or slideshows. 
4) Design and print event signage, collateral and name badges. 
5) Recruit event volunteers. 
6) Event registration system set up or management. 
7) Audio visual orders and general session production. 
8) Event marketing, promotions or media relations. 
9) Money handling, payment processing or bill payment. 



2019 IWL Conference - Indianapolis 
MBSA Scope of Services 

 
10th Anniversary IWL Conference Indianapolis – September 16, 2019 
 
Administration 
1. Conduct a WOW meeting to uncover ways to enhance the IWL Conference for its 10th anniversary. 
2. Assist in developing the overall event concept and event schedule to achieve 10th Anniversary IWL goals. 
3. Review sponsorship packages and provide suggestions. 
4. Assist in forecasting and tracking actual event expenses. 
5. Establish a master planning timeline. 
6. Participate in monthly planning meetings. 
7. Assist IWL, as needed, in communicating logistics and timing with speakers, sponsors and attendees. 
8. Review and approve final event billing before submitting to IWL for payment. 
9. Conduct a wrap up meeting. 
 
Conference 
1. Review venue contract(s) and provide general counsel on contract terms. 
2. Collaborate with IWL to create the best overall event schedule and flow. 
3. Coordinate and oversee logistics for the VIP Reception. 
4. Assist in creating a collateral materials list including print materials, signage, décor and program content. 
5. Coordinate all food and beverage with the JW Marriott. 
6. Oversee outside contractors and vendors. (printing company, photographer, etc.) 
7. Manage an exhibitor check in table at the event and insure exhibitor needs are communicated to hotel. 
8. Work with event producer to develop a comprehensive Run of Show.* 
9. Assist with speaker movement and management on site. 
10. Assist show producer with transition script writing or reviewing for general session and breakouts. 
11. Oversee onsite production in breakout rooms (setting up speaker presentations, sound, etc.) 
12. Oversee operational aspects of event including installation of signage, room set ups, catering, registration 

process.  
13. Coordinate speaker ground transportation utilizing Carte Blanche, as needed. 
14. Together with IWL, ensure fulfillment of sponsor benefits. 
15. Craft a comprehensive Production Schedule. 
16. Assist IWL in identifying event staffing needs. 
17. Develop event volunteer handbook and training materials, as needed. 
18. Conduct volunteer training and manage volunteers throughout the conference. 
19. Coordinate conference bag stuffing and name badge assembly. 

 
Please note that Maribeth Smith & Associates, Inc. will not be directly responsible for the following, but 
can lend counsel and support as appropriate: 
 

1) Sponsorship sales or VIK procurement. 
2) Speaker logistics including selection, contracting, travel logistics or presentation development. 
3) Develop event scripts, videos or slideshows. 
4) Design and print event signage, collateral and name badges. 
5) Recruit event volunteers. 
6) Event registration system set up or management. 
7) Audio visual orders and general session production. 
8) Event marketing, promotions or media relations. 
9) Money handling, payment processing or bill payment. 


