
 

State-of-the-Art Conference (SOTAC) 2004 
San Antonio, Texas  ~  November 3- 7, 2004 

 
SPEAKER’S CHECKLIST 

Due Date Document Responsibility 

 On or before,  
 FRIDAY, AUGUST 13, 2004 

Speaker Forms – 
included in kit 

• Sign and return the Participation 
Agreement/Bio Information Form, Audio-
Visual Equipment Request Form and the 
Speaker Disclosure Form. 

 On or before 
 FRIDAY, SEPTEMBER 24, 2004  

Content questions 
& answers 

 
Handout materials 

 
Copyright 

Permission Request 

• Provide 2-3 questions (& answers) from your 
presentation; questions should be either 
true/false or multiple choice 

 

• Submit handout materials for printing & 
distribution. 

 

• Secure copyright permission (if needed) 

 On or before 
 Tuesday, October 5, 2004  

 

• Make housing arrangements, if needed. 
Housing requests will be filled on first come-
first served basis.  Please see the hotel 
information included  on the enclosed Travel & 
Visitor Information sheet! 

 On or before  
 Fr iday, October 8, 2004 

Registration Form – 
available in 

Advance Program 
or on line at 

www.acoem.org 

• ACOEM will process a complimentary one-
day registration (for the day of your 
presentation); additional days and/or 
activities may be purchased on-line at 
www.ACOEM.org, or by using the 
Registration form in the Advance Program. 

 On or before  
 Friday, October 15, 2004   

• Make coach airline reservations, if needed. 
See our United and Delta discount offers on the 
enclosed Travel & Visitor Information sheet! 

The timeline above is the result of requirements placed on ACOEM by our accrediting body. 
ACOEM is dedicated to adhering to these requirements. 

 

Please be mindful of these deadlines as a courtesy to your fellow speakers and attendees. 

ACOEM Contacts 

Rochelle Rubenacker, BA 
Conference Coordinator 
ACOEM 
1114 Arlington Heights Rd. 
Arlington Heights, IL  60004 
847-818-1800 ext. 391; Fax: 847-818-9286 
Email: rrubenacker@acoem.org 

Barb Choyke, MEd, CAE 
Director of Education 
ACOEM 
1114 Arlington Heights Rd. 
Arlington Heights, IL  60004 
847-818-1800 ext. 367; Fax: 847-818-9286 
Email: bchoyke@acoem.org 
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