Conference Committee Co-Chairs

The conference committee will have two co-chairs which will serve in staggered two-year terms.  This will allow an experienced lead co-chair to prepare a new chair for the following year as lead.  The co-chairs are responsible for organizing the annual employment conference, which usually occurs between the end of September and the beginning of December.   Expectations for the co-chairs include:

1. Prepare an annual conference budget for approval by INAPSE Board. The Board is also required to vote to approve any increase in conference registration fees.
2. Provide a quarterly report of committee activities to INAPSE Board.

3. Set the agenda and hold monthly conference committee meetings as needed.  The meetings are historically held the third Friday of each month at Crossroads.  

4. Structure the conference committee as needed to achieve success.  Committee members do not have to be INAPSE members to participate. Subcommittees may be defined as needed by conference co-chairs.  Subcommittees that may be considered helpful are marketing, reception, awards, and sponsorship.

5. With the Board’s approval hire a conference coordinator.  Co-chairs will coordinate an accessible conference location with the coordinator.  Co-chairs are responsible for all communication with and assigning duties to the coordinator.
6. Co-Chairs are responsible for soliciting and hiring keynote speakers for conference.  Co-Chairs must ensure that proper W-9 forms are completed by speakers and communicating to the treasurer that 1099 forms need to be issued.

7. Provide articles for INAPSE newsletter regarding conference.

Organization suggestions for successful conference:

1. Establish a timeline of committee activities required.

2. Annually review mailing list to send conference information to a larger group the INAPSE members.

3. Ensure award nominations are distributed three months prior to conference.

4. Schedule an initial planning meeting for the next conference (typically held in the month following an annual conference).  This meeting is a celebration of the recent conference and lunch is typically provided for the committee.  A facilitator is often utilized to begin planning for the next conference.

