
 

 

 
 

The Work Force Behind the Conference 

It takes a team to make the national conference a success. We rely on National AMWA, the 

National AMWA Centennial Program Committee, a conference host committee and volunteers. 

 

Communication and an understanding of the various roles is very important. Below you will find 

a description of each role. 
 

National AMWA 

The staff takes care of all of the administrative duties that are associated with the conference. 

The National AMWA staff approves and signs all contracts with the hotel and outside vendors, 

including those associated with the Michigan excursion. The staff handles all of the registration 

responsibilities, scheduling and programming duties. 

 

The National AMWA Centennial Program Committee 
This Committee has members participating from around the country to assist in all of the various 

activities surrounding the conference. 

 

Conference Host Committee 

An essential part of a successful conference, this group brings regional flare to the conference. 

Besides making people feel welcome, this committee assists the National AMWA Staff on-site 

with preparations. In addition, they assist in finding appropriate local vendors for sponsorships 

and donations. They play a role in the conference by finding people willing to 

participate/volunteer in conference functions. Often members of the specific committees meet 

via phone or in person on a semi regular basis to go over updates and any issues. 

 

The next section will provide information and ideas on what has been necessary to support the 

AMWA National conference in the past. You will also find suggested committees, committee 

functions and responsibilities which have worked well. Remember that there may be things you 

would like to add to enhance the conference or things that your group does not feel comfortable 

doing. Just let the Chicago Host Committee members know so we may plan accordingly. 

 

The Chicago Host Committee Chair (CHCC) will oversee the progress on the various 

committees listed below and will be available to answer questions regarding conference 

entertainment, hospitality and registration. National AMWA Centennial Committee members 

will communicate their point of contact persons to the Chicago Host Committee Chair, along 

with email addresses and phone numbers. This information will then be given to each Chair/ 

Volunteer serving and participating in the various Chicago Host Committee Activities. 



The Co-Chairs of the Chicago Host Committee are Nancy Church, MD; Neelum Aggarwal, MD; 

Jackie Wong, MS4 – and are here to discuss how you can become involved in the Chicago 

meeting. 

 

Please direct all your questions and emails to  amwachiefdiversity@gmail.com 
 

 

Host Committee Responsibilities 
AMWA National holds weekly Conference Calls that has representation from a member of 

Chicago AMWA. The purpose of the conference call is for the National AMWA Centennial 

Committee Members and the Chicago Host Committee to ensure that tasks are being completed 

and deadlines are being met. On the weekly calls, Chicago AMWA members will review current 

checklist items and answer questions. 

 

It is the responsibility of the Chicago Host Committee and its supporting members discuss 

details, assign and help complete tasks required to organize the conference. The Host Committee 

responsibilities, timelines and checklists are detailed in this document. 

 

General Volunteer Information 

It takes volunteers to make the conference a success. These people help do a variety of tasks 

during the course of the conference week. 

 

We would like to provide all volunteers with a free conference registration; however, it is not 

financially feasible. In appreciation, all volunteers who work a shift for a minimum of 4 

hours will receive a restaurant coupon from our premier F.I.T. City Restaurant - Saigon 

Sisters - to use either at the Lake Street address or  Streeterville address in Chicago, and a 

one year membership to the Chicago AMWA consortium. In addition, each volunteer, will 

be highlighted on the Chicago AMWA Consortium website before, during and after the 

conference. 

 

When volunteering or soliciting volunteers you may want to take into consideration the 

responsibilities and tasks they will be asked to do. The “volunteer section” found in the 

following pages will assist in defining the necessary responsibilities and tasks in all the 

conference areas. 

 
Duties and Desired Roles for the Chicago Based Host Committee Volunteers 

Below, you will find a list of possible activities and roles that you as a volunteer for the 100
th

 

AMWA Anniversary Meeting can take part in. Each activity will have a team captain and a 

group of volunteers. 

If you are interested in participating as a team captain or a volunteer on any of the 

Committees listed below, please contact Neelum Aggarwal, MD at 

amwachiefdiversity@gmail.com. 

Once we have your name and contact information we will schedule a call to review the various 

tasks, discuss who is on your team and give you a timeline to follow as we get closer to the 

conference. 



Various Chair and Volunteer Committee Members Activities and Roles 
 

Registration Chair and Volunteer(s): This is a great way to meet all conference attendees. The 

primary task for the volunteers in this area is to hand out the conference registration packets. 

This entails going over the complete packet with each attendee. Should there be any problems 

with the content of the packet, the attendee is then instructed to go to a National AMWA staff 

member for assistance. Volunteers might be standing for a length of time, although chairs are 

provided. 

Additional responsibilities include organizing the registration table at the conference, including 

developing the volunteer scheduling at the tables to coincide with the Medical Student and 

Resident division volunteers. Other activities include assembling the hospitality bags and 

registration bags on-site in Chicago. All bags will be stored at the Chicago AMWA Consortium 

address and brought to the meeting. 

The Registration team will be responsible for printed materials placed throughout the Palmer 

House about the meeting, signage to direct meeting attendants to visit the Exhibitor area and 

assist the Exhibitors with setup. At the conference, the registration desk will typically need 

volunteers Thursday evening and all-day on Friday, Saturday and Sunday. There will be on-site 

volunteer training for the registration area. 

AMWA Merchandise Booth /Table Chair and Volunteer: Volunteers start by joining the staff 

to set up the booth on Thursday morning. Volunteers are needed to organize and display the 

merchandise. This may include moving boxes and light lifting. Once set up, the volunteer’s 

primary task will be to help keep the merchandise organized and on display, folding scarves, 

shirts, checking availability of sizes, setting out books, etc. A National AMWA staff member 

will be available to handle the money and process credit cards. 

 

At the conference, the merchandise booth typically needs volunteers for 3 days, Friday, Saturday 

and Sunday.  There will be volunteer training for the merchandise booth. 

 

Room Monitor Volunteers: Room Monitors are responsible for assisting the speaker’s during 

their sessions on Thursday, Friday, Saturday and Sunday. 
 

Responsibilities include: 

• Verifying conference registration identification (i.e. by checking badges). 

• Distributing and collecting session evaluations. 

• Introducing the speaker if needed. 

• Assuring all handouts are distributed. 

• Act as the time keeper, making sure the session starts and ends on time. 
• Assist speakers with any additional needs or room needs, like dimming the lights, letting hotel 

know if additional water is needed or if audio visual assistance is needed, etc. 

 

Hospitality Chair and Volunteers: Serve as convention host, welcome out of town guests with 

maps of Chicago, and orientation of “key” places to visit assist in collaboration Palmer House 



Concierge staff. This is a good way to show off Chicago! This group helps National AMWA 

staff welcome the attendees to the conference. They fill the registration bags and may be asked to 

assist conference attendees with special individual needs they may have. 

The National AMWA Staff or the CHC Chairs may call upon the committee to help locate 

volunteers to assist some of our special needs conference attendees. For example, a visually 

impaired attendee need help getting from one meeting room to the next. 

 

The committee can also help by identifying local vendors for some of the supplies we may need 

such as flowers, transportation, etc. A list of local places of interest along with information on 

the local area should be made available. Working closely with the local convention and visitor’s 

bureau or hotel concierges can be helpful. 

 

One of the tasks for this group is finding “goodies” for the registration bags for attendees. These 

have been various items such as note pads, magnets, candies, etc., that are donated and put into 

the bags that are given to attendees. A time should be arranged to stuff the bags just prior to the 

opening of the conference registration, which typically starts on Thursday night. The committee 

may hold a stuffing party prior to conference sponsored by the Chicago AMWA Consortium. 

 
A second option is the National AMWA can arrange space to stuff the bags at the conference site, 

typically on Thursday morning of conference week. This option is less desirable as we are limited by 

space /room to organize our items.  Make available a space known as the “Hospitality Room” at 

the conference where guests can congregate, network and learn more about AMWA and its 

standing committees. 

 

Literature Representative Chair and Volunteers: Responsible for displays at the conference 

and all preregistration events including any pertinent literature, flyers, (including from other 

committees) etc. Other activities include distributing AMWA sponsored materials and printed 

materials at the conference. 

Basket Raffle Committee Volunteers: This committee assists Dr. Rohr-Kirchgraber and Fatima 

Fahs, MS3 – Basket Raffle Chairs – with the basket raffle and staffs the basket raffle at the 

conference along with the National AMWA members. This includes decorating the tables, 

setting up and displaying the raffle items and monitoring the raffle items during the conference. 

At least two people should be scheduled to staff the basket raffle tables at all times. 

People assigned to help with the basket raffle will work closely with the National AMWA staff 

liaison. Solicitations for items for the basket raffle will come from the National Centennial 

Committee and the CHC. At the conference, volunteers are typically needed starting the day 

prior to the opening of the raffle to help set up. Volunteers will organize and set out the raffle 

items for display. This may include moving boxes and light lifting. The rest of the time the 

volunteers’ primary task is to encourage people to participate in the raffle, answer any questions 

about how to participate and simply watch over the items. Volunteers may be asked to assist with 



the raffle process. During the time attendees pick up their raffle items, National AMWA staff 

will process credit cards and collect money. There will be volunteer training for the basket raffle. 

GME and Residency Director Chair and Volunteer (s) – Responsible for reaching out to the 

Chicago based GME programs and residency directors to have information about their Medical 

School programs and Residency programs at the meeting. The Chair and the committee will be 

given a list of GME programs and residencies offered at Chicago area hospitals and academic 

medical centers. 



 

 

 

Dear Friends and Colleagues, 

 

The year 1915 in Chicago was a memorable year for female physicians. This was the year that 

marked the first time a female physician was seated as a delegate to the American Medical 

Association (AMA); and the American Medical Women’s Association (AMWA) was 

founded in Chicago by Dr. Bertha van Hoosen, a prominent Chicago obstetrical surgeon. Dr. 

Van Hoosen invited a small group of women to meet at the Chicago Women’s Club on 

November 18, 1915. She selected only those whom she knew to be “enthusiastic for 

organization.” Marion Craig Potter, a veteran organizer from Rochester, NY, took the Chair. As 

her first action, she moved that Dr. van Hoosen be named “Acting President.” By the end of the 

day, concrete plans were laid for a Medical Women’s National Association. 

 

Fast forward 100 years, and AMWA is as strong as ever and continues to serves as a strong voice 

for women in organized medicine and in national policy making for health care. AMWA’s dual 

commitment to the needs of women physicians and women patients through a variety of issues 

such as family planning, breast cancer prevention, improved child care, and the reduction of 

cigarette smoking and other unhealthy lifestyle behaviors, is congruent with the founding 

principles of AMWA – the articulation of what it means to be a woman physician. 

 

Multiple opportunities exist to be a part of this meeting as a Volunteer or by contributing a 

Basket Raffle Item or Registration Bag Item. 

 

Basket Raffle Items 

AMWA staff and volunteers are seeking premium basket raffle items. The basket raffle is a fun- 

filled event of the Annual Meeting. Your contribution will receive attention from all of the 

visitors in attendance— we anticipate 600 attendees. Your name or organization’s name will be 

associated with your contribution. Basket raffle funds are used to help support AMWA 

programming efforts. 

 

Registration Bag Items 

In addition we are looking for small items (e.g. pens, notebooks, trinkets) to place in 

conference registration bags. Each conference registrant receives a registration packet in a tote 

bag that contains their name tag, conference program, session hand- out and many welcoming 

goody bag items. Naturally anything that is health or women focused health related is most 

popular with our crowd, but that is not essential. We are open to all kinds of items! To advertise, 

please contact program@amwa-doc.org. 

 

Registration bag items should be sent in multiples of 200 and must be received on or before 

April 20, 2015, to be used in the 2015 conference. In addition to the guaranteed, in-hand 

product placement, your name or organization’s name will be listed in the conference program 

if received by March 1, 2015. 

mailto:program@amwa-doc.org


We hope you’ll consider sponsoring this year’s conference. To participate, please consider 

reviewing the attached information and forms. 
 

Send it with your donated item(s) to the address below. Please include “CHC AMWA Basket 

Raffle ” or “CHC AMWA Registration Bags” in the subject line of all emails. 

 

 

Chicago AMWA Consortium 

c/o  Mr. Charles Jett 

1300 North State Pkwy, Suite 903 

Chicago, IL 60610 


