ANNUAL MEETING COMMITTEE 

PURPOSE:

The Annual Meeting Committee is responsible for planning, promoting and implementing the primary professional development opportunity for the membership through the development of the annual meeting.  The committee is responsible for ascertaining and complying with the professional development needs and wishes of the membership in planning each activity. The Vice President for Programs appoints the chair of the Annual Meeting Committee and the Committee Chair solicits volunteers from the membership. 

ANTICIPATED NUMBER OF COMMITTEE MEETINGS:

This committee meets as needed via email, GSAMS, or in person for planning the annual meeting. The committee might also do a site visit to the facility where the conference will be held. The committee chair reports to the VP for Programs and may attend Board meetings to answer questions as desired by the Chair or the VP.

REPORTING RESPONSIBILITIES AND PROCEDURES

The Annual Meeting Committee Chair reports to the Vice President for Programs on a regular basis for an updating on the conference plans. The VP offers counsel and interprets Board wishes to the committee. The Vice President for Programs is considered an exofficio member of the program planning committee and attends meetings as needed amd as appropriate.

BUDGETARY RESPONSIBILITIIES

The Annual Meeting Committee is responsible for the budgeting of the conference. It is expected that the budget will break even and any overage will be returned to the association. The committee will present an estimated budget to the VP for Programs to be presented to the Board for approval before any publicity that addresses the registration fee.

COMMITTEE PROCESSES AND PROCEDURES

The Program Committee is responsible for deciding on conference theme, format, topics, speakers, budgeting, publicity, facility coordination, registration, exhibits, on-site implementation, master bill approval, and invoice payments. The program chair contacts GAEA board and committee chairs to determine space and function needs of the committees during the conference.

The committee chair works with the conference facility in determining meeting space, room set-ups, menus, AV equipment and special needs of individual members. The committee is responsible for updating guarantee numbers for food functions before and during the conference. 

The committee chair will contract with speakers as the budget constraints allow, realizing that many good programs and speakers can be obtained from within the ranks of the organization. 

The committee will be responsible for conducting an evaluation of the conference. Space should be allowed for suggestions for future program topics and speakers. These suggestions should be turned over to the next program chair. The evaluations should be summarized and forwarded to the Vice President for Programs and to the next program chair.

It is recommended that exhibits be a part of each annual meeting because it is helpful to the member and to the vendor. The proceeds from vendors help defray the cost of the annual meeting. The committee might suggest to the vendors that they donate item to the Silent Auction or to the association for use as door prizes.

POTENTIAL CHALLENGES TO BE ADDRESSED

The greatest challenge for the committee is to offer high quality programs at a low cost. Increasing costs are prevalent in facilities and in acquiring audiovisual equipment. A large percentage of the registration must cover meal required by the facilities. The committee should work with the VP and with the Board in getting clear direction concerning budgetary guidelines and constraints.

