ACADIA Conference: Duties of Facilitators

The By-Laws of the Association for Computer-Aided Design In Architecture (ACADIA) require that a conference be held annually.  The Site Coordinator and the Technical Chair shall share responsibility for facilitating the annual conference of ACADIA.  They shall be members of ACADIA in the year that they make proposals to serve and in the year in which they serve.  They shall be members of the ACADIA Steering Committee in accordance with the By-Laws.

ACADIA will pay directly or reimburse the Site Coordinator, the host institution, or the Technical Chair, as the case may be, for all documented expenses incurred within budgets approved by the ACADIA Steering Committee, and for expenses otherwise approved by the ACADIA Steering Committee, provided that in all cases such approval must be confirmed in writing by ACADIA’s President before the obligation is incurred.

Neither the Site Coordinator, the host institution, nor the Technical Chair 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 ACADIA’s President on behalf of the ACADIA Steering Committee.
Site Coordinator

The Site Coordinator shall be one or more persons appointed by the Steering Committee after careful consideration of proposals from ACADIA members.  Proposal requirements are outlined in the document, ACADIA Conference: Call For Proposals.

The Site Coordinator shall perform the following duties:

· Procure and schedule facilities and equipment for use by the conference and its participants, including technical paper sessions, exhibits, Steering Committee meetings, receptions, meals, and coffee breaks, at the host institution and ancillary sites.

· Collaborate with the Technical Chair in planning technical sessions.

· Arrange catering for receptions, meals and coffee breaks.
· Select the conference hotel and provide information to conference attendees on available hotel accommodations.
· Provide for transportation between the hotel and conference venues.
· Arrange tours to other local venues relevant to ACADIA’s interests.
· Prepare and distribute publicity for the conference to ACADIA members, the faculty and students at the host institution, affiliated organizations (including, but not limited to: ECAADE, CAADRIA, and SIGRADI), and interested members of the professional and academic communities in the fields of computer graphics and architectural design.

· Provide conference registration services and prepare and distribute conference registration materials for those attending the conference.

· Prepare a budget for the expenses of the conference, together with recommended conference registration fees sufficient to cover budgeted expenses, for approval by the ACADIA Steering Committee, and manage the conference to accomplish its goals within the approved budget.

· Obtain the prior written approval of the ACADIA Steering Committee for all expenses in excess of budgeted expenses.
· Comply with procedures specified by the ACADIA Treasurer for obtaining funds on a timely basis for expenses approved by the ACADIA Steering Committee.

· Return revenues in excess of costs to ACADIA.

· Make regular progress reports to the Steering Committee prior to the annual conference, and make a written report to the Steering Committee after the conference, giving a final accounting of attendance, revenues, and expenditures.

In designating the Site Coordinator, the Steering Committee places the following expectations on that person or persons:

· In preparing the conference budget and recommending conference fees, establish a reasonable “break-even” point.  ACADIA will be responsible for any revenue shortfall in an approved conference budget.

· Work with the host institution to secure conference facilities “at cost” to the conference.  Nominal usage fees may be built into the conference budget.

· Collaborate with the Technical Chair to determine conference scheduling, requirements for facilities and equipment, and publicity.

· Creatively leverage whatever resources are available from ACADIA to maximize the value of the conference to the membership of ACADIA and other conference attendees.

The Site Coordinator, in consultation with the Technical Chair, may waive conference fees, reimburse travel expenses, or pay honoraria for the conference keynote speaker or any other person participating in the conference.  Such costs shall be budgeted and considered when setting conference fees.  The Site Coordinator is encouraged to seek resources for such expenditures from the host institution, coordinating with the institution’s program schedules.  When the host institution pays part or all of costs associated with any speaker, those session(s) may be opened to the academic community or to the general public.  The decision to publish the remarks of invited speakers in conference proceedings shall be at the discretion of the Technical Chair.

Technical Chair

The Technical Chair shall be one or more persons appointed by the Steering Committee after careful consideration of proposals from ACADIA members.  Proposal requirements are outlined in the document, ACADIA Conference: Call For Proposals.

The Technical Chair shall perform the following duties:

· Establish a conference theme and prepare and distribute a “Call for Papers.”  The “Call for Papers” shall be distributed to members of ACADIA, institutional members of ACSA, and affiliated organizations (including, but not limited to: ECAADE, CAADRIA, and SIGRADI).

· Recruit a Technical Review Committee to assist in the review of papers, and correspond with that committee on matters pertaining to the evaluation of papers.

· Correspond with authors of abstracts and papers on matters pertaining to the preparation, selection, and presentation of papers.

· Establish criteria for selection of papers, conduct a blind review of papers submitted, and make final selection of reviewed papers.

· Prepare final papers for publication in conference Proceedings and arrange their publication.

· Forward sufficient bound Proceedings volumes to the Site Coordinator for distribution at the conference.

· Mail bound Proceedings volumes to ACADIA members not in attendance at the conference.

· Recruit session chairs and moderate the program of the conference.

· Prepare a budget for approval by the ACADIA Steering Committee to support these activities, including line items for supplies, duplication, postage, staff support, publication, and shipping of the Proceedings, and manage the functions of the Technical Chair to accomplish the program goals within the approved budget.

· Obtain the prior written approval of the ACADIA Steering Committee for all expenses in excess of budgeted expenses.
· Comply with procedures specified by the ACADIA Treasurer for obtaining funds on a timely basis for expenses approved by the ACADIA Steering Committee.

· Return to ACADIA any remaining funds allocated for these activities after all approved costs have been paid.

· Make regular progress reports to the Steering Committee prior to the annual conference, and make a written report to the Steering Committee after the conference, giving a final accounting of attendance, revenues, and expenditures.

In designating the Technical Chair, the Steering Committee places the following expectations on that person or persons:

· Conduct the solicitation and review of papers with a rigor appropriate to an organization primarily concerned with teaching and research at the university level.

· Collaborate with the Site Coordinator on program matters affecting facility and equipment requirements.  It is specifically expected that the Technical Chair will provide the Site Coordinator with program information which will permit the Site Coordinator to prepare and distribute conference publicity and registration materials in a timely fashion.

· Creatively leverage whatever resources are available from ACADIA to maximize the value of the conference to the membership of ACADIA and other conference attendees.

Treasurer

Because the annual conference is a core activity of ACADIA, the Treasurer of ACADIA will be expected to develop and implement procedures and financial controls which support the activities of the Site Coordinator and the Technical Chair while complying with sound financial management practices and legal requirements related to ACADIA's tax-exempt status.  The Treasurer shall inform the Site Coordinator and the Technical Chair about the procedures and controls for obtaining funds on a timely basis for expenses approved by the ACADIA Steering Committee, and the Site Coordinator and the Technical Chair shall comply with these procedures.  Financial resources will be made available in accordance with budgets developed by the Site Coordinator and the Technical Chair which have been submitted to and approved by the Steering Committee.  The Treasurer shall make prompt payments to vendors and reimbursement to the Site Coordinator and the Technical Chair for documented expenses approved by the Steering Committee.

Registration fees for ACADIA's annual conference will be waived for the Site Coordinator and the Technical Chair.


