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	Item
	Task
	Responsible

	BEFORE CONFERENCE

	Presidency:

3 months ahead
	· Confirm theme of conference

· Let music people know the theme and any specific guidance for music

· Consider sending letter to members inviting them to conference
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	

	Presidency:

1 month ahead
	· Finalize meeting agendas

· Invite guests (mission, temple etc.) and contact guest speakers

· Make arrangements for between-session meals, rides from airport etc. as needed

· Remind unit leaders through email of meeting times and who should attend
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

	

	Presidency:

2 weeks ahead
	· Review this checklist with high council

· Distribute agendas to speakers and music people
	 FORMCHECKBOX 

 FORMCHECKBOX 

	

	Music
	· Confirm hymns and types of special musical numbers with stake presidency

· Arrange organists and choristers for all sessions

· Arrange special musical numbers for adult and general sessions, sometimes for leadership session
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	

	Hymn sheets
	· Make copies of hymns for general session – 150 is usually enough, use about 100 for the first session on Sunday.
	 FORMCHECKBOX 

	

	Handouts
	· Make handouts for leadership and adult sessions if needed
	 FORMCHECKBOX 

	

	Spanish translation
	· Arrange translators for all sessions as needed

· Arrange and publicize the location for Spanish speakers to hear translation
	 FORMCHECKBOX 

 FORMCHECKBOX 

	

	Flowers
	· Floral arrangements for chapel
	 FORMCHECKBOX 

	

	Video projection
	· Set-up (and take-down) as needed for each session --

- video camera in chapel and video monitors in cultural hall

- video feed to young women and relief society rooms

- video projection in chapel if needed for powerpoint or a video
	
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	

	Chairs and building set-up
	· Set-up and take-down chairs in

- overflow

- cultural hall

- young womens room

- relief society room

· Collect hymn books from other areas of the building and extras from the chapel

- distribute on every 2nd or 3rd chair in overflow seating

- when books run out, place hymn sheets instead

· Inspect building and make changes as needed:

- are the halls, foyers and meeting areas tidy?

- is the air temperature appropriate?

- are the outside doors unlocked prior to the first session?

- will the building provide a good impression for those who attend?
	
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 



 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

	

	Sound set-up
	· Check sound system and microphone(s)

· Turn on feed to overflow areas when needed for a session

· Monitor and correct sound levels in each area during the sessions if needed
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	

	

	Parking
	· In advance, ask permission to use the Mercer parking lot for overflow parking

· In advance, set up designated parking for visiting general authorities & guests

· Assist in guiding members as they arrive to available parking areas, if needed
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	

	Ushers
	· Assist at doors for all sessions

· Encourage people to move to center to make more room on the ends of rows

· Watch for and assist the elderly and disabled and arrange seating for them

· Hand out hymn sheets if not already on chairs

· Place Handicapped Signs for back two rows in chapel
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	

	Count attendance
	· Work with stake clerk as needed to count Saturday sessions

· Double count each of the Sunday sessions

· Report counts to stake clerk
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	

	From pulpit
	· Ask members to clean up around them as they leave

· Encourage members to find an usher if they can’t hear
	 FORMCHECKBOX 

 FORMCHECKBOX 

	

	Clean-up
	· Between sessions and especially before each of the Sunday sessions:

- straighten chairs

- pick up trash

- redistribute hymn books and hymn sheets

- inspect building (see “chairs and building setup”) 

· At end of conference:

- return hymn books to chapel and to other areas of the building

- ensure that chairs and video equipment were put away

- pick up and take out trash

- sweep and vacuum as needed

- lights off and doors locked
	
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	

	Report for Q of 12
	· Under direction of Presiding Officer, Clerk makes sure that Stake Conference Report paperwork is completed
	 FORMCHECKBOX 

	Stake Clerk
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