Delineation of Responsibilities for ASEE Southeastern Section Conferences

Host Institution Responsibilities

Budget-Related

Develop budget with assistance of Vice President for Programs; gain budget approval by ASEE SE Executive Board

Demonstrate solvency of proposed budget to ASEE SE Executive Board at various attendance levels (e.g., 70-150)

Target an early registration rate in the low $200s (meals—including buffet-style full breakfasts—included)

Endeavor to include all hidden costs associated with conference center use or in-house administrative
assistance in the budget proposal (e.g., A/V equipment rental and/or service fees, hosting assistance or
“consultancy” fees, meal gratuities and/or service fees, registration and/or credit card processing fees, etc.)

Seek sponsorships to defray costs of welcome reception, banquet entertainment, etc.

Include both revenue and costs (e.g., meals and table rental) associated with the student poster session

Offer a cash bar (at host option) prior to the awards banquet. Bartender fee (if applicable) can be included in budget

Administer the budget (collect fees, provide receipts, settle accounts, and provide summary after close-out)

Request loan of seed money (up to $2000) from the Section if needed

Return surplus revenue to the Section and repay seed money (if applicable) when final accounting is complete

Absorb financial loss (if applicable) to extent host deviated from budget approved by ASEE SE Executive Board

General

Appoint a Conference Host-Site Coordinator to oversee site-related planning/logistics, attend various Section
meetings (e.g., the previous conference and two fall officers” meetings), and serve as liaison to the Section

Identify conference facility and hotel options—make selections based on feedback from ASEE SE Executive Board

Use campus as host site (if practical) to minimize cost and showcase institution to the Section

Reserve resources needed for conference use once budget is approved by ASEE SE Executive Board

Seek flexibility in food contract that permits meal count adjustments (without penalty) on a few days’ notice

Place orders for meals (and snacks) that reflect differing anticipated attendance levels

Arrange for audiovisual resources as needed (e.g., technical sessions, Mon. lunch, and Executive Board meeting)

Block hotel rooms for attendees to book at a favorable rate

Work with President Elect to develop the Call for Papers

Coordinate keynote speaker selection and workshop offerings with the Technical Program Chair

Select the banquet speaker and/or entertainment

Create/maintain registration website, receive payments, and generate list(s) of registrants for Section use

Prepare site-specific promotional information for dissemination via Section website, newsletter, and listserv

Prepare conference-specific host-portion of the Book of Abstracts; duplicate the Book of Abstracts

Prepare registration badges; make table tents to facilitate seating by division at breakfasts

Offer shuttle service between conference site(s) and hotel site(s) if needed

Arrange for on-site registration and/or materials pick-up

ASEE SE Officer Responsibilities

Draw on collective experience to assist host with successful conference planning

Set registration rates based on host-supplied budget proposal, anticipated attendance, and past experience
Promote conference to the Section membership via newsletter, website, and listserv

Conduct peer-review of papers and plan the technical program

Provide the technical program and poster-session portions of the Book of Abstracts to host

Select award recipients; procure recognition materials and checks for awards ceremony

Duplicate the Proceedings CD and provide copies for distribution to registrants at the conference

Plan and conduct the student poster competition

Plan and conduct meetings of the divisions, the units, the Executive Board, and the Section

Decide whether the Section should share in the loss if a conference fails to break even BJ3-24-12



