Portfolio of Special Events 

by Kristie Ingle
	Event Name
	Commercial Construction People Networking Receptions (8x per year)

	Type
	2-hour cocktail receptions held for the purpose of facilitating business relationships between buyers and sellers 

	Attendance
	150-250 professionals from across the commercial construction industry 

	Venue
	Private room of an upscale restaurant, private club, etc. (103 West, VooDoo Lounge, Tavern on the Green)

	My role
	*Site visit & venue selection  *Budget design, menu selection based on budget adherence   *Contract negotiation & signing   *Design/ distribution of e-mail invitations  *Tracking of RSVPs & Guest List  *On-site contact during event


	Event Name
	The Thomas P. Hinman Dental Meeting, every year in March

	Type
	3-day Continuing Dental Education Conference with Educational Courses & 400+ Exhibitor Tradeshow 

	Attendance
	24,000+ dentists and other dental professionals & exhibitors

	Venue
	The Georgia World Congress Center and Omni Hotel at CNN Center

	My role
	*Coordination of 60-70 guest lecturer contracts, flight & hotel arrangements  *Arrange housing & meeting registration for over 800 Hinman members and staff  *Responsible for web site design, production & maintenance through our webmaster  *Plan Host Committee Meeting, Auxiliary Reception & Past General Chairmen’s Reception (see below)  *Maintain all daily operations aspects of a 5-person office  *Support Executive Director in all phases of planning the conference


	Event Name
	Auxiliary Reception during Hinman, every year in March

	Type
	Buffet reception complete with open bars, dance floor, musical entertainment

	Attendance
	1200 – 1500 students

	Venue
	Grand Ballroom, The Omni Hotel at CNN Center

	My role
	*Coordinate with Convention Services Manager & expo service regarding menu, bar and room set-up  
*Contract band or other musical entertainment   *Instruct committee of workers who will ‘man’ the event with me 


	Event Name
	Past General Chairmen’s Reception during Hinman, every year in March

	Type
	Formal dinner/cocktail reception celebrating our past chairmen

	Attendance
	30 – 50 dentists & spouses

	Venue
	Private club, restaurant or downtown hotel ballroom

	My role
	*Site visit & selection  *Menu/room layout planning  *Gift selection for chairmen  
*Coordination of invitation production with printing vendor, mailing of invites, tracking of RSVPs  *On-site contact during event


	Event Name
	Host Committee Meeting, every year in February or March

	Type
	Dinner/business meeting in preparation for the Hosts of the Hinman Meeting

	Attendance
	130 – 150 committee members and spouses

	Venue
	Private golf/country club, restaurant (Atlanta Athletic Club, 103 West, Druid Hills Country Club, etc) 

	My role
	*Site visit & selection  *Menu/room layout planning  *Invitation printing, mail-out, tracking  *Production of Host Notebooks & other meeting materials prior to meeting


	Event Name
	Hinman Annual Meeting – Out of Town Retreat

	Type
	3-day weekend getaway for our members & families to celebrate the success of the Hinman Meeting 

	Attendance
	300+ member dentists, their spouses, children, extended family

	Venue
	Beach or mountain destination (Hilton Head, Brasstown, Callaway Gardens, Wild Dunes, etc)

	My role
	Assist Member Services Manager in all facets of meeting including but not limited to: *email/mail solicitation of event materials  *Creation & distribution of registration form via website & mail  *Tracking registrations of meeting and events via Access database  *Tracking food and beverage guarantees  *Creation of name badges  *On-site point of contact for several special events  *Right-hand woman to Member Svcs. Mgr.


	Event Name
	Art of the Season, Children’s Healthcare of Atlanta (Special Events Intern)

	Type
	10-day Arts and Crafts fundraiser benefiting Children’s Healthcare

	Attendance
	30,000 – 40,000 children over the course of 10 days

	Venue
	The Atlanta Apparel Mart

	My role
	*Acquire sponsorships for funding the event  *Organize volunteers for staffing event stations  *Maintain volunteer database and event calendar  *Order all craft supplies based on supply/demand, maintain inventory of supplies and monitor delivery schedules *On-site contact for event


