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Library Leadership and Management Association, 
a Division of the American Library Association 
50 East Huron Street 
Chicago, IL  60611 
Phone: 800-545-2433, ext. 5032 
www.ala.org/llama 

 

Planning and Producing an Annual Conference Program  
Program Committee Contact: Jeffrey T. Bowen, University of North Florida 

j.t.bowen@unf.edu 
Staff Contact: Fred Reuland, freuland@ala.org; 800-545-2433, ext.5032 

 
For program/preconference proposal forms see: 

http://www.ala.org/llama/llama-conference-program-planning-information 
 

LLAMA programs begin when LLAMA members identify an issue, practice, or 
idea potentially interesting to LLAMA members and the greater library 

community.  Successful programs generally are the product of a group effort; 

with advice contributed by committee members and other interested people. 
Programs are an essential component of the LLAMA mission of continuing the 

education of all librarians at every level and in every aspect of librarianship. 
 

All LLAMA programs presented at ALA Annual Conferences are organized and 
sponsored through LLAMA sections, committees and discussion groups.  

Discussion groups are required by ALA to have co-sponsorship by LLAMA or one 
of its sections or committees, or by another membership unit of ALA.  ALA 

members are encouraged to present program ideas to these sections, 
committees and groups by contacting the chairs listed on the LLAMA website 

under “Sections” and “Committees”.  The sponsoring entity designates a 
program chair (or co-chairs) to oversee development of the program and to be 

responsible for all communication with the LLAMA Program Committee and the 
LLAMA Office about the program. 

 

LLAMA Program Committee 
All programs proposed for presentation at Annual Conferences must first be 

approved by section and committee chairs. Then the Program Committee 
evaluates the proposals, suggests improvements, and submits all appropriate 

programs for approval to the LLAMA Board with the recommendation that the 
programs be presented at the Annual Conference.  

 
The program chair is the primary contact person between the LLAMA office, the 

Program Committee, and the program. At the ALA Annual meeting held at least 
one year in advance of the conference at which the program will be presented, 

the section and/or committee will have the opportunity to discuss their program 
proposal with the LLAMA Program Committee during the All Sections meeting. 

This provides each section and/or committee with the opportunity to discuss 
their program and get immediate feedback from a member of the committee, 

or to ask questions of committee representatives present at the meeting. The 

initial paperwork, containing basic information about the program (section one  
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of the form, “Basic Program Information”), should then be submitted as soon as 
possible following the ALA Annual Conference. The LLAMA Program Committee 

is striving to create a “paperless” program proposal process. Although a print 
version of the proposal form may be presented to the Committee at the 

Conference, the electronic version is preferred.  
 

Send the electronic version of the form to the chair of the Program 
Committee as soon as possible:  

 
2014-15 Program Committee Chair 

Jeffrey T. Bowen 
University of North Florida 

j.t.bowen@unf.edu 
 

Steps for Program Chairs/the Program Proposal Process: 

1. Obtain a program proposal form on the LLAMA website:  
http://www.ala.org/llama/llama-conference-program-planning-information 

 
2. Programs intended for presentation at Annual Conferences should be 

discussed with a committee representative at the Annual Conference one 
year prior to the date of the program. Pre-conferences should be presented 

at the Midwinter Conference eighteen months prior to the date of the pre-
conference. 

 
3. LLAMA uses the same program proposal form for programs and pre-

conferences. Complete as much of the form as possible, with particular 
attention to all of the elements in section one of the form identified below. If 

the program proposal is recommended for presentation, the program chair 
will be asked to send a complete electronic version of the proposal form to 

the chair of the Program Committee as soon as possible after the Annual 

Conference. Complete the form according to the instructions included on the 
form.  Particularly important aspects of the proposal are all of the elements 

listed in section one, “Basic Program Information”: 
a. Complete contact information for the program chair (the person 

designated to deal with the LLAMA Office and the Program Committee on 
the program). 

b. Complete identification of the sponsoring committee and section. 
c. Title—this should be succinct and, if possible, catchy and distinctive. 

d. 75 word maximum description—this should tell what the program is about 
in the clearest possible language. 

e. Purpose and objectives of the program. 
f. Diversity-related issues in the program—diversity refers to all the 

differences between us, whether differences of ethnicity, gender, age, 
social status, national origin, sexual identification, political outlook, 

wealth, etc. 
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g. Target audience:  LLAMA tries to appeal to librarians from across the 
profession.  Programs that address different library types as well as 

diverse user populations are encouraged.  
h. Audience size – the Program Committee will be able to advise on the 

likely size of the audience. 
i. Preferred program day and time – please note no-conflict times.  

 
4. Although not included in section one, the program chair should have an 

estimate of the program budget. This can be revised after the initial program 
proposal.  

 
5. Approvals by the sponsoring committee and section chair are required. In 

the current version of the electronic program proposal form there is no 
provision for electronic signatures. Including the committee and section chair 

contact information at the time the proposal is submitted signifies the 

approval of the sponsoring section and committee chair. There is a check 
box on the form indicating that the appropriate approvals have been 

obtained. It is the responsibility of the program chair to secure the approvals 
before submitting the proposal.  

 
6. Sections two through seven of the form include the outline; speaker 

information; budget; program format, room configuration and technology 
needs; co-sponsorships and endorsements; and publicity. These sections 

may be completed after the program is proposed to the Program Committee 
one year prior to the program, but in any case should be compete or well in 

hand by the Midwinter Conference six months before the program is given. 
 

7. Programs with many speakers, unusual formats, complicated technology, 
and/or large budgets pose challenges. If possible, discuss the proposal with 

the chair of the Program Committee before proposing program with these 

qualifications. 
 

8. If possible, send the program proposal form to the chair of the Program 
Committee and/or the ALA Office before the Annual Conference and be 

prepared to discuss the program with a committee representative at the All 
Sections meeting  

 
9. Be prepared to discuss the basic elements of your program at the All 

Sections meeting with a representative of the Program Committee.  
Committee representatives will be rotating from one section table to 

another, so please try to keep your conversation with them to 10 minutes or 
less. The Committee representative will ask for a budget estimate, which is 

necessary for planning purposes, and may have suggestions for areas 
needing clarification or further development. The Program Committee is also 

a resource for feedback about program organization, overlap with other 

programs, ideas for speakers or co-sponsorships and budget guidance. 
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10. At an online meeting in the months following ALA Annual, the  Program 
Committee will either: 

a. Approve the program as it has been presented. 
b. Request further development of the program and ask for reports on 

progress making the changes.  This may include suggestions to: 
 Combine with another similar program also in development 

 Obtain co-sponsorship from another LLAMA or non-LLAMA section 
or committee 

 Pick another program time slot 
 Recommend development of the program idea into a pre-

conference program 
 Recommend developing the program as a webinar or other web 

content. 
c. Decline to recommend approval of the program. This means the 

program will not be forwarded to the LLAMA Board and will not be 

recommended for approval. Withholding approval is rare, but happens 
for such reasons as: a similar program was presented at a recent 

conference; the topic is not of broad enough interest to attract a 
minimum audience, the idea is too vague, or the idea is inappropriate 

for LLAMA. 
 

11. The Program Committee will have representatives available at the All 
Sections Meeting at the Midwinter Conference preceding the program. At 

this time the program proposal form should be complete (or nearly so) and 
the budget in place.  

 
12. Program Chairs are encouraged to require outlines from all speakers and 

draft hand-outs in advance, to assure quality program organization and 
content.  Handouts and slides should be made available on ALA Connect.  

 

The sponsoring committee, section or group is required to conduct an 
evaluation of each program.  Evaluation forms can be designed specifically 

for a program, or the standard LLAMA Evaluation Form can for used or 
tailored.  This form is available on the LLAMA web site at “LLAMA Forms”. 

Program Chairs should collect evaluation forms and provide an evaluation 
summary to the Committee immediately following the program.   

 
A Special Note About Preferred Program Day/Time 

In coordination with ALA Conference Services, LLAMA staff will request meeting 
space for all approved programs.  ALA staff will work to schedule the program 

at a specific date/time if requested; however, programs must be spread evenly 
throughout the conference schedule  

(Saturday-Monday), so occasionally the requested program slot is not available.  
Many LLAMA programs and special events are scheduled at the same time 

every year: the President’s Program, awards programs, PR Xchange, etc.  See a 

typical Annual Conference program schedule below. 
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A Special Note About Requesting Program Audio/Visual 
In coordination with ALA Conference Services, LLAMA staff will request A/V for 

all approved programs.  The standard ALA A/V set for all programs is a head 
table with microphone and LCD projector with screen.  Additional A/V can be 

requested via the program proposal form, but it cannot be guaranteed due to 
the very high cost of A/V at convention centers.  Please note: A/V requests 

must be included on program proposal form and submitted on time.  Under no 
circumstances will A/V be added to a program after the ALA A/V deadline has 

passed.   
 

Typical ALA/LLAMA Annual Conference Schedule 
 

Friday 
Full/half-day Preconference 1 

Full/half-day Preconference 2 

Full/half-day Preconference 3 
 

Saturday  

8:30-10:00  Program Slot 
10:30-11:30  Program Slot 

10:30-11:30  LLAMA President’s Program  
1:00-2:30  Program Slot  

3:00-4:00  Program Slot 
4:30-5:30  Program Slot 
 

Sunday 
8:30-10:00  Program Slot 

11:00-:3:00 PR Xchange (exhibit floor) 
1:00-2:30  Program Slot 

1:00-2:30 ALA/IIDA Interior Design Awards 

3:00-4:00  Program Slot 
3:00-4:00 FRFDS Fund Fare 

4:30-5:30  Program Slot 
4:30-6:00  John Cotton Dana Awards Reception 
   

Monday 
8:30-10:00  Program Slot 

10:30-11:30  Program Slot 
1:30-4:00  ALA/AIA Library Building Awards 

3:00-4:00  Program Slot 
4:30-5:30  Program Slot 
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Planning and Producing an Annual Conference Preconference 
Program Committee Contact: Jeffrey T. Bowen, University of North Florida 

j.t.bowen@unf.edu 
Staff Contact: Kerry Ward, kward@ala.org; 800-545-2433, ext.5036 

 
LLAMA welcomes proposals for preconferences at Annual Conference.  Like 

programs, preconference proposals are submitted by division or section 
committees and go through the regular vetting process with the Program 

Committee.  Unlike a regular program, a preconference has a registration fee.  
Follow the steps above to submit a preconference proposal, and please pay 

particular attention to the following: 
 

Preconference Day/Time 
Preconferences take place on the Friday of an ALA Annual Conference and can 

be a full day or a half-day.  Afternoon half-day sessions are encouraged due to 

lower costs for breaks and because they allow some attendees to arrive Friday 
morning rather than Thursday night, which saves a hotel night and tends to 

increase attendance.  
 

LLAMA staff will request meeting space for all approved preconferences.   
 

Due to the staff support required, LLAMA will approve no more than three 
preconferences at an Annual Conference, with one of those being the traditional 

BES library tour.   
 

Preconference Budget 
Once a preconference has been approved, the organizer will work with the 

executive director to establish the budget and registration fees.  Preconference 
registration fees must cover the following: 

 Audio Visual: one of the biggest costs, generally $1,500 depending on the 

conference location. 
 Food and Beverage for full day: morning and afternoon breaks, generally 

$25-30 per attendee. Lunch is not budgeted as it greatly increases 
registration fees and lunch is available in the convention center.  For a half-

day preconference: either no break or very light afternoon break, i.e., coffee 
and cookies.    

 ALA Overhead: a percentage of the registration fee paid directly to ALA, 
generally around 25% though changes annually.  For example, $25 of a 

$100 registration fee is paid to ALA in overhead.  The $75 remainder must 
cover all other costs. 

 Speaker fees: generally there is only a speaker fee/travel reimbursement if 
an outside speaker or consultant is part of the presentation.  Any speaker 

fees must be approved as part of the preconference proposal.  ALA members 
are generally not paid a speaker fee. 

 Profit: preconferences should generate a small profit to cover staff time, 

marketing, etc.  They are not planned to only break even. 
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Canceling a preconference 
LLAMA will not cancel a preconference unless registration is extremely low, i.e., 

fewer than 15 registrants.  Canceling a preconference frustrates attendees, 
speakers, and planners, and undermines LLAMA’s reputation for providing 

quality programming.  It is a last resort.  However, when faced with the 
prospect of losing thousands of dollars, a cancelation sometimes becomes 

necessary.  In that event, LLAMA will offer attendees free registration to 
another event. 

 
Typical Annual Conference Program/Preconference Planning Calendar 

 
Program chairs are responsible for managing the development of the 

program/preconference according to the following schedule.  All forms should 
be submitted electronically to both the LLAMA Program Committee chair and 

the LLAMA office, if possible, in advance of meeting with the Committee.  

 
Late June: 

 ALA Annual Conference 
 Program planners discuss proposals with the Program Committee 

 Program Committee reviews program/preconference submissions for next 
Annual Conference 

 
Summer-Fall: 

 Program Committee meets and discusses proposals.  The committee chair 
then communicates with the program chairs any updates and changes 

suggested to the program proposal form as appropriate.  The Program chairs 
update the program proposal form and communicate any changes with the 

chair of the Program Committee.  
 

September: 

 Program Committee chair forwards to staff all approved preconferences  
 

October: 
 Staff contacts preconference planners about budget and registration fees 

 ALA deadline for initial Annual Conference program submissions  
 

November: 
 Preconference budgets and registration fees finalized 

 Staff submits Ticketed Event Forms to ALA for preconferences 
 

December: 
 Initial Annual Conference program schedule sent to staff, planners 
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January: 
 Annual Conference registration opens 

 ALA Midwinter Meeting: versions of the program proposal form that include 
any changes made during the year should be submitted to the Program 

Committee before Midwinter. Committee members will be available at the All 
Sections meeting to discuss any last minute changes and/or housekeeping 

issues as well as final wording on the form, such as the 75 word program 
summary.  If changes are made at this time, a final version of the form 

should be presented immediately following the conference. 
 

February: 
 ALA deadline for all Annual Conference program submissions 

 Updated Annual Conference program schedule sent to staff, planners 
 

March: 

 March 1: ALA deadline for complete program descriptions, speakers, 
A/V requests 

 After March 1 changes cannot be made to the printed program book; 
changes to program descriptions can made in the ALA Online 

Scheduler 
 After March 1 changes cannot be made to A/V requests 

 
April: 

 Final Annual Conference program schedule with room assignments sent to 
staff, planners  

 
May: 

 Staff continues to update preconference planners on registration 
 

June: 

 Staff submits food and beverage orders for preconferences and special 
events 

 Staff sends confirmation emails to all preconference attendees, including 
room location, logistics, registration information, etc. 

 
Late June: 

 ALA Annual Conference 
 

 


