
Conference Award Letters:
Site Coordinator
[ACADIA Letterhead]

Dear ___________:

It gives me great pleasure to inform you that your proposal to serve as the Site Coordinator for the ACADIA 200__ conference in _____________ in conjunction with _________________ was accepted by the ACADIA Steering Committee.  Congratulations!  We are all very enthusiastic about the location and the commitment of ___________________ to serve as conference host.  _______________ is a wonderful city and the commitment and involvement of ________________ provides an ideal setting for the ACADIA conference.

___________________ of the University of ______________ will be serving as the Technical Chair of the conference with the theme: _________________________________________.  This theme should produce some timely and innovative scholarship for the benefit of ACADIA, the broader architecture community and its allied disciplines.  We look forward to your collaborative leadership with ______________ and the ACADIA Steering Committee on this important task.

The ACADIA Steering Committee has approved the conference budget [as presented in your proposal] [in the form enclosed].  ACADIA will pay or reimburse you or ______________, as the case may be, for all expenses incurred within the approved conference budget.  You are responsible for managing the conference within the approved budget and for obtaining prior approval of any revisions to the budget you believe necessary.  ACADIA will not be responsible for any obligations or expenses unless approved in advance by the ACADIA Steering Committee.  Neither the Site Coordinator nor the host institution is authorized to incur expenses, enter into contracts or incur legal obligations of any kind whatsoever on behalf of ACADIA without the express prior written approval of the ACADIA President on behalf of the ACADIA Steering Committee.
Please coordinate with the ACADIA Treasurer, ____________, concerning necessary procedures and documentation required for the payment or reimbursement of approved conference expenses.

Please keep me advised and let me know if I can be of assistance as conference preparations proceed.  Thank you for your service to ACADIA and, again, congratulations!

Best regards,

______________________ 

[Name]

President, ACADIA

Technical Chair
[ACADIA Letterhead]

Dear ___________:

It gives me great pleasure to inform you that your proposal to serve as the Technical Chair for the ACADIA 200__ Conference was accepted by the ACADIA Steering Committee.  Congratulations!  
We are looking forward to working with you in the next few months to begin the process of organizing the scholarship and promoting the event.  Your proposed theme, _____________________________, should produce some timely and innovative scholarship for the benefit of ACADIA, the broader architecture community and allied disciplines.  We look forward to your leadership this year on this important and time intensive task.

As Technical Chair, you are responsible for obtaining the prior approval of the ACADIA Steering Committee before incurring any obligations or expenses.  The Technical Chair is not authorized to incur expenses, enter into contracts or incur legal obligations of any kind whatsoever on behalf of ACADIA without the express prior written approval of the ACADIA President on behalf of the ACADIA Steering Committee.
Please coordinate with the ACADIA Treasurer, ____________, concerning necessary procedures and documentation required for the payment or reimbursement of approved expenses.
Please keep me advised and let me know if I can be of assistance as conference preparations proceed.
Thank you for your service to ACADIA and, again, congratulations!

Best regards,

______________________ 

[Name]

President, ACADIA
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