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In 2009, he association began to contract out its local arrangements to a conference planning group.
For 2009 and 2010, that group is MSP Internatioffdlis document isubject to change as the nature of
this arrangement evolves. It should be noted that thened longer a Local Arrangements Chair; the
conference planning group is responsible for many of the tasks formerly the responsibility of the Local
Arrangements Chair and Committee, and many of the tasks of the Local Arrangements Chair and
Committee have éen divided amongst other Program Committee members. Any of the following that
appears in italics is the historical method by which tasks were accomplished.
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PREFACE

The AnnuaConference andlieeting of he Association for Continuing Higher Education (ACH8 is

2 NH I vy A indstivigil#eya@vity. Membership surveys reveal that the opportunity to attend and
participate in the program at the Annu@bnference andleeting is one of the most compelj reasons

why membership iCHE is valued. The significance of the program to the Association requires that the
event be designed and implemented with great care each year. The purpose of this notebook is to provide
guidance and assistance to those witspensibility for planning and implementing this important event.

The notebook is intended to serve as the framework established by the Board of Directors within which

the Program and Local Arrangements Committees plan and conduct the APonfelence andleeting.

In its distinguished histgrof overseventyyears, ACHE has held many outstanding meetings. To a great
extent, the guidance given to those with responsibility for developing these progragniseem limited,

but sketchyGuidelines have been gim to program and local arrangements personnel; much of what one
needed to know was passed along by wofenouth from one year to the next. In some cagsbs
information passed along was adequate; in others, it was not. Thus, by not capturing, gsteatatically
passing on information developed from the past experience, the association may have lost ansights
experienceshat could have contributed to better programs and/or arrangements for this flagship event.

This notebook represents an effdd remedy this situation. It is hoped that the information presented in
the following pages will provide useful assistance to members who may become involved in future efforts
to plan and implement the program and local arrangements for the Arfbaaferexce andvieeting of

ACHE.

While offering direction for the future, it is important to note that the advice and counsel offered in this
document is not intended as a precise and inflexible series of mandates. Many observers will agree that
the AnnualConfeence andVieeting has evolved and changed significantly in the last several years. New
ACHE officers, new Program or Local Arrangements Committee personnel, unique opportunities
associated with meeting sites, and changing environmental factors havelgattito improvements

and/or changes in the style, content, and scope ofAlmaiual Conference arldeeting. Itis likely that

these factors will continue to influence the nature of thenual Conference arideeting in the future.

These guidelines, whiteffering some benchmarks and minimum standards for the program, are not
intended to preclude additional change and experimentation, nor are they intended to take flexibility away
from future Program Committee and Local Arrangement Committee Chairs.
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I. INTRODUCTION

This planning guide for the Annu@bnference anileeting of the Association for Continuing Higher
Education provides th&uidelinesy which the Program Committee artaetLocal Arrangements
Committeewill complete their tasks under the direction of the Board of Directors.

The guide is prepared in notebook format for the following reasons:

1. Among the most important elements of the Notebook will be the materials appended on an ongoing
basis in Appendiced and C. The "institutional memory" of the successive Program Committees and
Local Arrangements Committees should, so much as is possible, be committed to writing and included
as specified elements of this notebook. The notebook format permits readiicaddf these reports.

Note that the document calls for the most recent three reports. It might be valuable to retain as many
as a large notebook will contain.

2. The Board of Directors is responsible for the growth and continued development of theigkEso
The notebook includes as its first substantive chapter a section for specifying Board action relative to
the AnnualConference antleeting. It may be that revision of the notebook will be mandated by
some Board actions. In other cases, the botek format will make it possible to establish and
maintain an ongoing record of such action for the information of those responsible for the Annual
Conference antleeting.

3. The Notebook is intended to be an inclusive and exhaustive compilation ofetimeets necessary
andto behelpful in planning and condting the AnnualConference an#fleeting forACHE. As the
Board, officers, or others responsible for the Anrbahference anileeting identify other helpful
inclusions for planning, this format waéhhance the possibility of keeping everything in one place.

4. The Notebook need not have wide circulation. While it certainly should be available as needed to
every member of ACHE, copies should be developed and updated for Board members and for the
Program and Local Arrangements Committees as well perhaps for those preparing an invitation as a
host institution. The notebook format is possible and economical for such a small number of copies.



Il. BOARD OF DIRECTORS

The Board of Directors is responsible for the growth and development of the Association for Continuing
Higher Education, and the Board has approved tliggielelinesas theplanning outline for the Annual
Conference anileeting.

The AnnuaCorference andMeeting is the responsibility of two committeeshe Program Committee

and the Local Arrangements Committee. The succeeding two chapters outline the responsibilities and
procedures for those committees. Note that the PresidEl@ctappoints tie Chair of the Program
Committee.

For at least the most recent three annual conference and meetings, trathiéisheldthat the chairs of
0KS dzZLJO2YAyYy 3 t NRANYY /2YYAGGSS KI @Shasatowaa®dR | a (KS
enhanced contiuing and experience in the Leadership of the Program Committee.

It is also the responsibility of the Program and Local Arrangements Committees to ensure that the annual
conference andneeting hotel, program sessions, and special events nieeptovisios of the Americans

with Disabilities Act. This federal statute requires that "No individual shall be discriminated against on the
basis of disability in the full and equal enjoyment of the goods, services, facilities, advantages, or
accommodations of anglace of public accommodations.” The registration form should include a space
whereby a disabled person can request the "reasonable accommodations” required by the law.



PROGRAM COMMITTEE

The ProgranCommittee is responsible for planning, conducting, and evaluating the program for the
Association for Continuing Higher Education AnQaiference anileeting.

It is important to note that by ACHE policy, its members cannot be paid honoraria or be offered expense
reimbursement in exchange for any roles they might play in the program at the Annual Conference and
Meeting.

A.

Guidelines

The following constitutional guidelines provide the framework in which the Pro@ammittee
conducts its work:

1.

The PresidenElectshall appoint a Chairperson of the Program Committee. Other members of the
committee may be appointed by the Presiddeiector recommended by the Chairperson and
approved by the Presidetiflect Congieration of persons located at or near the site of the Annual
Conference anileeting should enter into the selection of the Committee.

The Program Committee is to arrange the program and its presenia@mure speakersind make
all arrangements fothe speakers.The budget for the conference will include a line item for
alLlsSI{1TSNARQ FSSao

The Program Committee is responsible for someone to meet speakers as appropriate and see to
their comfort and their timely departure.

As far as possible, threembership should be used as program presenters.

The Program Committee shall be responsible for giving explicit instructions to all program
participants on their roles and duties.

The Program Committee is to report the organization of a progratheéd3oard of Directors.

The Program Commiteeis funded through the budgébr the AnnualConference andleeting,

which must be approved by the Board of Directgathorization to spend funds of the Association
may not, except with the permission di¢ Board of Directors, exceed the amounts budgeted for
the AnnualConference andileeting.

The following deadlines are to be observed:

a) The theme and overall program plan to be developed by theyea Board of Directors'
Meeting the Program Chgiterson shall present these to the Board of Directors.

b) The Local Arrangement Committe&s historicallyesponsible forcreatingthe conference
website,the annualconference andneeting program and anynaillary promotional material
(in 2009, these taskwere managed by the home offic@p enable the Local Arrangement
Committeeto do this in a timely manner, the Program Committee must complete its work so
the program can be posted onlif®y June 1&nd work on the conference program can begin
Local Arangements can, of course, send an inexpensive "date holder" notice in advance of the
initial programposting

c) A Program at a Glance, which should include Keynote speakers and a mailable registration form,
should be printed and mailed the week that i registration opens.

d) Brief articles on the program to ksentto the Editor of theJournalby February 15 for Spring
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issue and by July 1 for the Fall issue.
e) The full conference program is then printed and included with attendee conference packets

9. The printed program for the Annu@lonference andleeting shall distinguish betweamorkshops
for individuals new to the field and other workshops.

The means by which the Program Committee is consistent with these guidelines and does its work,
subject to the approval of the Board of Directors, are the subject of this chapter.

B. Composition of the Program Committee

Asnoted above, the Presidesiilectappoints the Gair(spf the Program Committee (and its members). In
addition to the Cha(s), the PresidentElect appointshe Chai¢s)of the Local Arrangements Committee (or
his/her designate), the Editor of tHeroceedingghe Exhibitor/Sponsor Chair(s), a finance director, the ASL
representative, proposal reviewers, the Day Chainslanyone els¢he PresidertElect deems necessary.

In inviting persons to become members of the Program Committee, an effort is made to provide some
broadbased representation of the types of individuals, institutions, and intettbstiscomprise ACHE. For
example, epresentation by several regions, public and privalteng withlarge and small institutions, and
persons with interests in credit and noncredit programs can be sought.

Members of the Program Committee are expected to attend ayei planning meeting usually in

February. No significant financial support is available, however, to reimburse committee members. The
annualconference ananeeting budget usually includes an expense line item for no more than $3000 for
allcommittee expenseskor economic resons, a local person representing the Local Arrangements and
Program Committee will attend the Midyear Board meeting to report on the upcoming conferdinee.
Program Chairs have the capacity to define whetiranot all members of the Program Committeeust

attend the February meeting.

C. Theme

It is the custom oACHE to have a "theme" for the Ann@ainference antfleeting. Theheme provides

an umbrella aphrase or slogan that sets a context in which the programvsldeed. The theme is

intended to provide "focus" for the program and suggests appropriate topics for major addresses, events,
and activities.

Themes chosen for recent programs include:

G6¢KS bSEG DSYSNIGAZYY I OO0 S a%WR dzQTR( AA Y 82 NAiHdzy iy B
GWSTFAYAYI hdNJ ardaArAz2yyY /2yiAydAy3d 9RdOlF A2y Qa
(2007)

G/ 2y GAYydAy3d 9RdOFGAZYY allAy3 I S5AFFSNBYOSH

G5 SaA 3y Ay 3 Creatizh Res@Esés AoyCBaXge in Continuing Highek Bduc2 Yy ¢ O H AN np 0

G ATSE2y3a [SINYyAyYy3IY /NRaaAyd . NAR3ISa Ayiz2 bSs

Ay

w2 €

¢S
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"Building Solid Communities Within Higher Edwratieadership, Connections and Commitment"
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(2001)

"Sharing the Vision, Leading the Way: Continuing Educators in the New Millennium" (2000)
"Centering on Students" (1999)

"Scholarship, Service, and Integrity: Benchmarks in a Changing Landscape" (1998)
"Changing the Rules: Access and Accessibility in an Information Age" (1997)

"Repositioning the Continuing Higher Education Agenda" (1996)

"Redefining the Continuing Education Classroom" (1995)

"Enhancing Continuing Education Through Partnerships" (1994)

"A Call To Conscioushess: Continuing Education For a Global Perspective" (1993)

"Making a Difference: Creative Leadership in the 1990s" (1992)

"Renaissance Of the Individual: The Older Learner in the Next Century” (1991)

"Ethical and Quality Issués Continuing Higher Education™ (1990)

"Education for a Multicultural Society: A New Agenda for Continuing Higher Education” (1989)
"Continuing Higher Education: In Retrospect and Toward the Future" (1988)

"The Emerging Role of Continuing EducatiBroviders, Delivery Systems, and Services" (1987)
"Continuing Education: The Crucial Resource for Building P€opleéPartnerships” (1986)

"Meeting the Challenge for Change: New Demands and New Responses for Continuing Higher
Education" (1985)

It is the prerogative ofACHE Presidetfilectto make the decision about the theme of the programiime
to announce it via the Call for Proposals at the prior conferenceva®ting.

Factors to consider as a theme is selected include the following:

1.

2.

D.

Is thetheme sufficiently different from that used in recent ACHE programs?

Is the theme sufficiently different from those recently chosen by competing organizations for their
own national meetings? (AAACE and UCEA themes in particular.)

Does the themeduch upon an issue, trend or opportunity of likely interest to ACHE constituency?

Is a theme "catchy" or cumbersome? Can it be used effectively in marketing the Qamfeience
andMeeting?

Role of Program Committee/Call for Papers

The Program Committee, subject to the direction of the Presid@i#att, is responsible for the program at
the Annual Conference and Meeting. The manner in which the Committee exercises that relfyonsibi
may vary from year to year.



There is "creative tension" for the Program Committee in fulfilling its responsibilities. To what extent
should the Program Committee be reactive in having program content result from what comes in response
to a call fo papers? To what extent should the Program Committee be proactive in inviting speakers?
How much budgetary support is available for the Program Committee to be creative in its planning of the
program?

The answers to all these questions, and more,waity from year to year. Committees will vary in their
exercise of responsibility for the program in terms of what they seek as opposed to what is submitted.
But, they cannot vary in that the Program Committee is responsible, through whatever farans
developing and organizing a program helpful for actual and potential members of ACHE.

The Program Committee has generally used evaluations of past programs and reports from past Program
Chairs in planning the program; the contents of this notebook areydedito help the Program
Committee. Of great help in recent years has been the "Call for Proposals.”

The "Calfor Proposalsis a critical means not only for identifying program content for the Annual

Conference and Meeting but also for developing mentenership for the program and reminding actual

and potential members of the Annual Conference and Meeting. Thetfmtdi KS &/ I £ € ¢ YA3IKG
vary according to the preferences of the Program Commifiedzii G KS &/ I ff ¢ akKz2dZ R 0685
tKS GKSYS F2NJ GKS LINRPINIY KFa 06SSy RSIGSNXYAYSRO® Cdz
Conference and Meeting immediately preceding its own schedatidghouldalso be electronically

posted about a year in advance of the meeting for whichmtagnis taking place.

¢KS a/Fffé YdAG AyOfdzZRS | Of SINJ 02N KAIKE ATKIESRO &
concurrent session presenters.

The posting date is critical since potential respondents will need some time to complete theisplgpo

¢KS 3ASYSNIf ARSI A& GKIFIG GKS tNRIAINIY /2YYAOGGSS [ K&
for the midyear Program Committee meeting when most of the major decisions for the program will be

made.

In addition to soliciting possible$ra Sy G G A2y a yR aLISSOKSas GKS a/Fffé
l62@0S® LG aSNBSa Fta GKS FANBG 2FFAOALE y20A0S 27
can prompt interested persons to "mark their calendars" with the dates ofithé meeting at that time.

lfaz2 GKS a/Fftfté OFy 0S dzaSR (2 a2t A0A0 AYRAODARdzZ f 2
Conference and Meetirgspecifically, it is a way to obtain names of potential presiders/moderators

which are needed fothe program's sessions.

As the program for the Annual Conference and Meeting continues to develop, the Call for Proposals may
well expand to serve as a call for nominations for invited talks.

E. Format

While the Program Committegas flexibility in determining the format of the Ann@dnference and
Meeting, subject to the approval of the Presidemtd the Board of Directors, the following format is
recommended as the "starting point":

Day 1
8:00-4:00 Board of Directors
12:00-1:00 Board Luncheon



4:30-5:30

Day 2
8:00-11:00
11:15¢ 12:00
11:45-12:45
11:45-1:30
1:45¢ 3:00
3:15-4:05
4:35-5:35
6:30¢ 9:00
Day 3

7:30¢ 9:00
9:15-10:30
10:4511:45
12:00-1:30
1:40-2:30
2:40-3:30
3:45¢ 5:00

6:00-8:00

Day 4
7:45¢ 8:30

8:30-9:20
9:30¢ 10:20
10:45¢ 11:45
12.00¢ 1:15

2:30-4:30

Program Committee Meeting

Leadership Institute for Regional Chairs
"Welcome to FirsiTimers" Session
PastPres RSy 1aQ [ dzy OKS2y
1 LIO2 Y A Y Progranl-Ghiitiee Meeting
Welcome and General Session

Concurrents

Regional Business Meetings

OpeningReception

Breakfastwith Sponsors
General Session

Annual Bisiness Meeting
Awards Luncheon
Concurrents
Concurrents

Town Meeting
Reception

Dinner on your own
Special (optional) Events
Continental BreakfastNetworking
Concurrents
Concurrents

General Session
Inaugural Luncheon

Board of Directors Meeting



1:30-4:30 Value Added Workshops

Day 5
8:00¢ 12:00 Board Meeting
F. General Sessions

It is both a custom of the organizatiorand an expectation of the participantghat the program each

year will include a number of large audience general sessions. Increasingly, it is expected thatile gen
sessions will featurewell-known' speakers who come from outside ACHE, iandany casegrom

outside continuing education to present information, ideas, points of view, or experi¢naesre
stimulating, challengin@ndinformative

Attracting"renowned' speakers to the Annu&onference antleeting has become possible through
funds made available to the Program Committee for this purpose. Improved funding notwithstanding,
manywell-knownspeakers will still be financially out of reach for th&sociation.

There is no established number of general sesdisgisshould be scheduled or included in the program.

In the past, as few as two and as many as four have been planned. Scheduling a particular number of
general sessions will be determinbg opportunities presented to the Program Committee and from the
relevance of general sessions to the overall program concept.

It should be noted that the identification and invitation of such speakers is a primary responsibility for the
Program Committee Broad representation on the Committee will help ensure the capacity of ACHE to
"cast a wide net" in the identification of suitable speakers for these plenary sessions.

G. Concurrent Sessions

The bulk of ABE program each year consists of small group activities: workshops, lectures, panels, poster
sessions, demonstrations, and similar activities. For many participants, these concurrent sessions are
more important than the general sessions. In the smalligrsessions, more immediately and directly
applicable knowledge and skills are imparted.

As with the general sessions, there is no magic number of small group activities. Some guidelines are the
following:

1. The number of small group activities shobklsufficient to attract and serve the many interest groups
and onstituencieghat make upACHE. In other words, try to have something gointhanwill
interest everyone.

2. While it is important to provide a number of alternatives, it is also imgatrto avoid a circumstance
wherethe total number of activities occurring at one time is so large that, of necessity, only a small
audience will attend each sessmpossibly causing a presenter to wonder if time and effort has been
well spent.

3. Carefulattention in matching concurrent sessions to appropriate spaces in the meeting facility is
required.

4. The nature oACHE membership is very diverse. Many members who will attend the Annual
Conference andlleeting are senior personneldeans, directorsyicepresidents who are in charge
of continuing education progranat their respective institutions. Others in attendance may be very
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new and very inexperienced persons who function in program dewsdof program or conference
coordinaion, orinstruction or desigrspecialist roles. Many are experienced persons holding positions
somewhere in the middlenanagementanks of the continuing education organization. Such
members may have responsibilities for constituebaged programs (older adults, managerhe
development, public school personnel, etc.) or may be specialists in student counseling, advertising,
registration,instructional technologyand similar roles.

Memberg2esponsibilities vary along credit and noncredit lines. Each participant vkilbkathe
program from the point of view of particular needs and interests. As noted above, it is important to
try to have something of interest to each person in attendance at the meeting.

5. Small group sessions should be selected or designed witheatoesard optimizing interaction of the

participants and the presenters/resource persons. Evaluation of past programs reveals a strong desire

among participants for fewer program segments where someone "talks at" the audience, and for
more program segmenthat offer more opportunities for interaction and involvement.

6. Persons attending the Annu@bnference anileeting have reported that handouts are very helpful.
Presenters should be made aware of this interest and informed that they are resposibtipfes.

7. Remember to include in the Concurrent Sessions a slot for the Research award recipient, the
Foundation scholarship recipient, the Distinguished Program award recipients, the Crystal Marketing
award recipient, and two slots for the ACHE Educational Partner at the Collaborator level.

H. Role of Other Committees

The Program Committee is charged with developing the program for the AGouétrence anileeting.
Sincethe AnnualConference anliieeting represents theannual gathering of ACHE membensiany
committees networks, and other groups find the Ann@bnference anileeting the only time at which
they are able to meet together to plan their work, to seek input from the membershipriarggor to
share their own work.

Committees and networks are active at the AnnbDahference anileeting in two waysSometimes, they
will want to have their work, or work in which they are interestedncluded in the program. In such
cases, the Cliraof the interested network or committeis required to respond to the "Call fordposal$
and submit a proposal for Program Committee consideration. In other cases, meetings of various
committees and networks are structured as part of the Program igtetllin the schedule for the Annual
Conference antleeting.

Historically (prior to the move to contracting with a conference planning grdugiammittee thahad

the strongest relationship to the Program Committessthe Local Arrangements CommitteEhe Chairs

of the two Committeesas on both committees. The Program Committeald notcomplete its work
without the active patrticipation and support of the Local Arrangements Committee. While the following
sectionsoutline the work of thé’rogram ax Local Arrangements Committeleistorically it is not possible

to overstate the critical importance of excellent communication and cooperation betheé&tanning
Committee and those who have taken on the role of Local Arrangements

. Other Program Considerations

In developing the program for the Annu@bnference anileeting, the Program Committee should be
sensitive to many traditionthat have beerdevelopedn ACHE over the years. As peomeeand go
and as the times changgso too have some of the traditions.



Because many aspectsACHR @pproach to the Annualonference anleeting are undergoing change,
the best advice to the Program Committee@nsultation with the officerand homeoffice of the
Association.

Some current examples of "obligatory" elements for the An@a@iference anileeting include the
following:

Board of Directors Meetings (one before and one after the program starts and ends)
Budget and Finance Committee Mewgji

Leadership Institute for Regional Chét®ordinated by the Vice President)

Current Program Committee Meeting

Nexté S I Md@ramCommittee Meeting

Business Meeting

Opening Reception (and sometimes Dinner)

Regional Business Meetings

Alpha Sigmaambda Breakfast or event

t&ad t NBaA REogrdira@d by tie/rinfedideyPast President)

Closing Reception and Awards Bandtiet 2007 program committee had an awards luncheon
rather than abanque)

In addition, the Program Committee showdnsider the following:

1.

In addition to having an overall theme for the program, it has been common in the past to have

subthemesthat focus on suksets of the overall theme. Two optiotisat might be used in taking the

organization of the program tdits next level include the following vertical or horizontal organizational

patterns:

a) The vertical model involves establishing 4lbmes or subiopics for each day of the meeting and
slanting all content offered on this day toward the shieme.

b) Thehorizontal model involves having strands that weave horizontally through the pragram
something about each sdiheme is offered each day during the program.

One of the most important benefits of ACHE membership reported by ACHE menthershance to
meetand come to know their professional colleagues in the filtlik important that adequate time
be built into the programs to permit informal interactidhat promotes the development of the
relationshipghat are considered so important bixCHE meitwvership.

Exhibibrs. Exhibitssometimes known as poster sessiongyre first introduced to the annual
conference andneeting at the Atlanta meeting in 1985. They remain a part of the current meeting
design. In addition to providing an important eswe stream for the meeting, they are another form
of activity for program participantsMembers of the Program Committee can contribute to this facet

of the program by being alert to potential exhibitors and by referring anyone with a possible interest i

exhibiting However tiwas historically thé.ocal Arrangements Committée conjunction with the
Exhibitor/Sponsor Chair(s)dt the Program Committeeghat hadresponsibility for this dimension of
the program.In 2009, theExhibitor/Sponsor Chai(kandled recruitment and fees while MSP
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International handled all aspects of onsite exhibitor/sponsor management.

4. Program Committee members should be aware thathiib&el and meeting facilitghosen for their
program was, imanycases, selectetivo, three,or more years in advance of the meeting for which
they are planning the programtThose responsible fdocal arrangemets will have booked meeting
spaces after having reviewed patterns of meeting room use in previous ACHE prdgeams (
Appendices fosample conference roormccommodations

It is critical that Program Committee members know exactly the number, type, and capacity of all
rooms that will be available to them for the program they are to design. Care must be taken to be
sure that the fadity needs of the program can be met by the facilitieat have been reserved for

ACHE Annu&onference anileeting The Chaiis)of the Program Committeshould ascertain this
information very early in the program planning process. Extreme cautiogeésl in any situation

where the hotel will be required to suthivide or reconfigure meeting room spaces in short

turn-around time periods in order to meet ACHE needs. If not accomplished promptly and effectively,
room configuration changes can wreak henam the timing of the whole meeting.

5. Another important facet of the Annu&@onference an#fleeting is damily member/guest program
tailored to the needs of those who accompany members to the meeting but who are not interested in
the professional sessis. Experiments with the format of spouse/guest programs are ongoing, and
the shape of this aspect of the program can be whatever seems apgi®|from the perspective of
those handling local arrangementhe Program Committeeand ACHE Board.

Historically, it waghe Local Arrangements Committdeat hadthe responsibility for the
development, promotion, and implementation tife family member/guest programThe Program
Committee Chair must, however, know the details concerning these events

J. Operation and Organization of the Program Committee

The Program Committee has the principal responsibility for the design and implementation of the program
at the AnnualConference ad Meeting of the association. While many duties are stated or implied, the
following list summarizes these responsibilities:

1. Designing the framework for the overall meeting

2. Integrating obligatory functions into that frameworguchas business getings, committee meetings,
social and meal functions)

3. By issuing a "call forpposat" and other means, identifying and contacting the best possible speakers
and resource persons for the program

4. Negotiating with speakers and resource persomd geaching agreements about any honoraria,
special services, or expense reimbursements to be provided as a conditigeisom's becoming a
part of ACHE program

5. Soliciting information about speaker/resource persons' needs for accommodations,\asitib
equipment, duplication services, or other supports and taking the steps needed to assure that this
support is properly rendered

6. Providing orsite coordination services at the Ann@bnference andfleeting by:
a) Making sure that scheduled speak/resource persons have arrived, are made to feel welcome,
and have appropriate support equipment and materials;

b) Assuring that sessions of the program start and finish on time;
11



¢) Assuring that presiders and other program personnel are in pla¢eiagppropriate rooms at the
appropriate times;

7. Designing and implementing a system for evaluating the satisfaction of the membership with the
program

8. Operating within the Boardpproved budget for the program

9. Closely cooperating with thoseggonsible for localreangements and with the Editor of the
Proceedingsf the AnnualConference anfiieeting.

10. Preparing a summary report outlining successes and problems associated with the planning and
implementation of the programto include suggesions for program committee personnel who may
follow.

The Program Committee accomplishes these tasttg @@ meetings. The first meeting ocaat the
AnnualConference anileeting of the Association in the year prior to the year for which a Program
Conmmittee will have future program planning responsibility.

Thesecondmeeting takes place in migear, usually in February. The Chair of the Program Committee is
expected to attend one day of the migear ACHE Board of Directors meeting to report the pregyod the
Program Committee.

Thethird meeting of the Program Committee takes place at the An@aalference anileeting for which
the group has developed the program. In somewhat more detail, the purposes of these several meetings
are indicated belar:

Meeting #1 Meeting #1 will take place in the early afternoon on the first day of the previous
AnnualConference anfleetingt and usually before any major sessions are scheduled. The
purpose of this one hour meeting is to introduce all committee mersle one another and to

orient them to the task ahead, and to their particular responsibilities. At this meeting, the
Program Committee Chair should be prepared to share with committee members any preliminary
information that heor she has developed t@€ilitate the work of the committee including

concept papers, ideas for speakers, activities or presentatimsous discussions of speakers,
topics, and program concepts can be held.

Meeting #2: Thesecondmeeting is the mid/ear Program Committee ssion. Tis will be
discussed in detaldelow.

Meeting #8: Thethird meeting is held on the first day of the Ann@dnference ani¥leeting for
which the Program Committee has planned the program. This session is usually one hour in
duration, and is irended as a last minute review of what is to occur during the ensuing period.
This meeting can be used to communicatesite coordinating or hosting assignments for
members, and/or to discuss contingency plans that might be put in place if any of thaufeghe
speakers fail to appear.

It is possible to schedule additional meetings of the committee if logistics and timetables permit. What
has been outlined above wghat has been customary.

One featurethat will characterize all of these sessions is tiaty willlikelybe too brief. It is important for

the Chaifs)of the Program Committee to be highly organized in order to make the maximum use of the
limited time the group will have together.
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Individual Chairs may have their own ideas about whatwaitk best for them, but however it may be

done, it is essential that the Chair delegate some authority and responsibility for tasks to be accomplished
by the Program Committee. It was noted earlier that the program itself can be organized along "day"
themes or by "strand" themes. Thus, one way to organize the committee is to name persons to be in
charge of either days or strands and to form ammittees to work with day or strand theme

sub-committee chairs.

A subcommittee could be asked to develop thealuation instrument utilized by the Program Committee
for its meeting. Other types of delegations could be made as might make sense to the Chair in terms of
either hisor her management style or as circumstances might deem wise.

The volume of correspmlence for the Program Committee Chair can be minimized i€eaimittee
members work with and report to sutommittee chairs, and if subommittee chairs, in turn, report to
the Program Committee Chair. This subtlety should not be overlooked sincelkhef e Program
Committee's work will have to be carried on over the phone and through emails.

By using delegation, the Ch@ycan multiply hisor her efforts and get more done with a smaller
commitment of personal time. However, it is incumbent uplo@ Chai¢s)that he or she followup and

audit the progress of the work of the sidommittees. If followup is not practiced, and if a particular
sub-committee is falling behind or just not doing what it had committed to do, this could have disastrous
consequences for the overall progress of the Program Committee.

The midyear meeting of the Program Committee permits a sustained effort by the committee, working as
a group, to brainstorm and accomplish most of the work of pulling the program togethipically, it is
scheduled to commence on a Saturday at about 3:00 p.m. and to conclude the following Monday by
around noon.Recent meetings have deviated from this schedule as neefletlveen arrival and

departure, members of this committee should expetvork hard and late.

The location of this meeting is left up to the discretion of the Program Committee Chair who makes this
decision in consultation with the PresidelBtect The site for this meeting should, however, be selected
with care principaly with reference to minimizing expenses for those who will be members of the
committee. Again, one should be reminded that members of this committee are expected to cover most
expensafor this meeting.

In many cases, there will be merit in having thiglyear meeting at the site of the Annuabnference and
Meeting. When this can be done, there aresbfollowing advantages:

1. The Program Committee can tour the facilities in which the An@Goaference an#lleeting and the
Program will be held. Theur may identify problems or opportunities about which the Program
Committee would not otherwise have been aware.

2. The AnnuaConference antleeting hotel may be generous by providing reasonable room rates and
other amenities for the planning group.

3. Those responsible for local arrangemecasimake arrangements for the Program Committee's
mid-year meeting. The twgroupsmight well meet together briefly and then tour the facilities.

A number of tactics can be followed to assure that maximum beisedierived from the migyear
meeting.

1. Schedule meals as group events so much as the Budget will allow this. Keeping the group together and

focused upon the purpose of the gathering will help everyone get to know one another much more
quickly and foestall time wasted by moving about the area in search of restaurants.
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2. Try to 'tonfirm" all of the featured speakers before the committee departs from this meeting. By this
it is suggested that:

a) The group come to closure as soon as possible atld spon a desired list of persons whom they
would like to see as the general session presenters.

b) The list of desired speakers should include more names that the minimum number needed to
"cover" general sessions; priority numbetsould beassigned t@ach desired speaker.

¢) During the meeting, some members of the committaaybe temporarily excused in order to
make telephone calls to the desired speakers. From these calls, speaker interest, availability, and
cost can be determined and committee mbers will know more quickly where they stand in
terms of their chances of attracting particular resource people to the program.

3. Mentionwasmade earlier about delegation of responsibility to committee members and of the
formation of subcommittees. 8me suggestions here include:

a) That some time during the migear meeting be provided for stdbmmittee meetings to meet
apart from tke committee as a whole. The sabmmittees can develop smaller plans and
agendas pertinent to their assigned taskfiede can then be reviewed for reaction by the larger

group.

b) That at the close of the migear meeting, each member should leave with a clear understanding
about what heor she is to do next, by what date, and for whom.

K. Budgeting/Fiscal Policies and Procedures for Program Committee

The "bookkeeper” and "banker" for the programere historicallythe local institutional host and the
Chaifs)of the Local Arrangenmes CommitteeL y Hnandz F CAYylFyOS [/ KFANI gl a Yyl
FYR GKS K2YS 2FFAOS FOGSR & aol yl SNWwE

1. Speakers Each year, the Board of Directors approves a budget for the AGou&trence andlieeting.
Included in that budget are approvedrss intended for honoraria and expense reimbursement for
speakers/resource persons at the AnnGalnference an#leeting. The amount of money set aside by
the Board for this purpose has increased steadily in recent years. Increased funds for speakers have
been provided for a number of reasons. These include:

a) Theimportanceof being orthe program in the minds of the membership.

b) Evidence of satisfaction with the recent trend of bringing to the program more key speakers who
are not in continuingeducationor in education per se.

c) Arealization thaACHE has moved away from a posture of covering all small group sessions with
no-cost ACHE membeapeakers and toward a posture of having more paid outside persons
delivering several, but not all, ofékse program segments.

d) Increasing costs for both honoraria and travel.

In approaching possible speakers, an offer can be made of expenses only or of an honorarium and
expenses. If expenses are to be paid, it should be made clear in writing to thess frawblved about what

is or is notmcluded. For example, th&CHE will reimburse for coach class airfare only. Will we or will we
not pay a claim for airport parking? For local mileage? For tips to baggage handlers or hotel porters? For
phone cal back home or to offices?
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As a prudent business practi¢eynote speakers shoulik issued a formal lettgle-mail) of invitation
that:

a) Confirms the day, date, time, and location of the presentation.

b) Confirms the title and/or content of the spek/presentation/activity.

¢) Confirms the amount of any honorarium offered.

d) Confirms the nature and amount of expenses for which reimbursement will be provided.

e) Confirms other expectations of the speaker (thatdneshe will bring an abstract diisor her talk;
will bring handouts; will agree to be recordeat filmed, etc.).

f) Confirms when the speaker expects to arrivesite and how her she plans to get there (car,
plane, riding with an ACHE member, etc.).

g) Confirms that the speaker does does not want a room reservation made for hamher
(irrespective of whether ACHE is paying for it or n@itlote thathistorically, theLocal
Arrangements Chawascopied on all confirmations with speakers.

h) Secures a social security number for paxposes.

Taking the time to clarify all of these points limits the possibility of painful or embarrassing
misunderstandings at a later poinfny emails or reaeteceipts regarding these details should be kept as
backup documentation.

It is important to note that by ACHE policy, its members cannot be paid honoraria or be offered expense
reimbursement in exchange for any roles they might play in the program at the Annual Conference and
Meeting.

When possible, checks for honoraria are available atriketing and are presented to the speakers upon
the conclusion of their part of the prograngpeakers receiving expense reimbursement are asked to fill
out the appropriatetravel voucher formgf required,and are reimbursed as soon as possible.

One find note about relationships with speakers. Many of theskdaolill not know much aboutCHE or
its purposes. Since it is generally desirable for a speaker to know about an audience, the Program
Committee should take it upon itself to orient speakers vane to be part of the program. A brief written
narrative has been used for this purpose in the past.

2. Meeting Registration Fee and Guest Speakkrgited general session or special event spealiegs
not charged the meeting registration fee. Memlard nhormember concurrent session speakars
charged the registration fee. The registration fee payment requirement must be addressed clearly in
the Call for Papers.

ACHE policy requires Presidential approval for any registration fee wailkeACHEExecutive
SecretaryHome OfficeManager longtime member Alex Charterand any retired ACHE past
presidentswill receive complimentary registration.

Additionally, it is only courteous to akkynotespeakers to attend meal functions proximate to the

time they are to appear o0ACHE program. This matter has been dealt with in the following manner in
the past:
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a) Speakers are invited by the Program Committee Chair to selectively participate in meal functions
proximate to their presentations.

b) The speadrs are given "speaker" badgist entitle them to participate in any of the nemeal
functions as they might close.

c) The cost of these meals is absorbed as a conference expense and is not "counted" against the
Program Committee speaker expense budggteFinanceChair must know of all such meals.

3. "Budget Expanders While the Program Committee Chair will have a budget for speakers of a fixed
sum, there areseveralways in which that sum can be expanded or stretched:

a) Complimentary RoomsTte negotiations with the conference hotel will haagrovisionthat will
giveACHE a number of complimentary room nights (comps). A ratio of one freenighirfor
each fifty room nights booked by meeting participants is common. The comps are intended t
provide no cost accommodations for the President, Executive Vice Predicteatjtive
SecretaryHome OfficeManagerand other officers as possible.

Participant bookings for a typical ACHE meeting might res@l-20 free comps. By working
closely wih those responsible for local arrangementise ProgranChair might use some of these
comps as part of his/her negotiations with speakers. In the absence of the comps, the lodging
costs for speakers would have to be charged against the budgeted amount.

b) Complimentary Airline TicketsAirlines operate in a manner similar to the hotels. If an airline is
designated the "official carnior ACHE meeting," a particuleode number is assigned A&CHE
meeting by that airline. While it varies from cardercarrier, usually if fifty people book their air
travel arrangements wiit the official air carrietACHE gets a free tickéThe Program Committee
Chair caruse this ticket for one of the speakers and, thereby, expand the program budget further
by the \alue of the ticket.

One problem with the complimentary airline ticket is that it might not be known until too late that
the ticket will be available. In other words, the speakers will have to be committed before it is
known if a ticket will have been aa#d by the Association. The Program Chair will need to check
to see if a ticket left over from a previous year's meeting (because of late knowledge of a ticket
having been earned) can be used as budget expander for the current year.

Car rental companiesperate on the same premise. The Program Committee Chair should inquire
about the availability of this potential resource.

4. Mechanics of Payments/Reimbursemenkdistorically the sponsoring institution wagsponsible for
paying all bills associatadth the program at the Annu&onference anileeting. In 2009, an Annual
Conference and Meeting checking account was opened at the bank used by the home office and this
responsibility then transitioned to the home officBhe Program Committee Chair shid familiarize
himself/herself with the reimbursement procedures to be followed. The Program Committee Chair
and/or his/her designees will be managing relationships with speakers and should be in a position to
tell speakers what, if anything, they wilhve to sign and how long it will take to receive expense
reimbursement.Once again, an effort should be made to obtain social security numbers from all
presenters who are to be paid for anythinghey'll be needed latefor tax purposes

5. Program Comrtee Operating Expensedn addition to payments fapeakers antb the conference
hotel, theO 2 y ¥ S NB y CsBall @lsd teiyhhuSeNte Program Committee for the budgeted
expenses.

It ispossibly desirable-and in some cases it may be requirethat the Program Committee Chés)
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indemnify hisor her own institution from bearing the brunt of too many local costs associated with
the Chair's role in planning ¢(CHE program.

L. Publications Committee

Each year, the PresideBlectappoints an Editor of th€roceedingor the next AnnuaConference and
Meeting. This appointment is made in consultation with the Chair of the Publications Committee. The
Proceedingg&ditor is responsibleof capturing the content of the Annu@lonference an#fleeting and
subsequently producing a high quality "proceedings" as soon as possible following the close of the
meeting. The Editor automatically becomes a member of the Program Committee.

The major oportunities for cooperation between the Program Committee Chair and the Editor include
the following:

1. The Program Chair will include a letter from the Editor ofRheceedings the packet sent to
participants in concurrent sessions. This letter axyd how presenters should forward the information
on their presentations to the Editor. Currenthresenters are asked to send their material as a
Microsoft Word attachment via email.

2. The Program Chair will facilitate contact among Bmeceeding&ditor, the day chairs and the
presenters to encourage presenters to turn in their presentations.

3. The Editor is responsible for:
a) seeing that material for th@roceedingss received from presenters of general sessions,
presenters at concurrent sessi®, committee chairs, and other persons to see that all events at
the conference are covered.

b) editing and arranging for the dissemiratiof the Proceedingsin 2006, the Proceedings began to o
0S GllzofAdaKSRE 2yt AyS 2yste @Al GKS K2YS 2FFAOS

c) keeping records on how the task was accomplished and seeing that a successor editor knows in
detail how the task was accomplished in the previous year.

M. Program Evaluation

Since most continuing eduaat make it a practice to evaluate programs they conduct in their own
institutions, it slould not be a surprise thaaCHE is anxious for its own program to be evaluated. Thus,
program participants have been asked to complete evaluation sheets duringiext of the meeting
each yeaor online

IV. LOCAL ARRANGEMENTSCOMMITTEEC LY HAnn > GKS 1 &aa20AlrGdA2y o6S3ly
arrangements to a conference planning group. For 2009 and 2010, that group is MSP International.

The sections that follow are all subject to change as the nature of this arrangement evolves. It should

be noted that there is no longer a Local Arrangements Chair; the conference planning group is

responsible for many of the tasks formerly the responsibility of the Local Arrangements Chair and

Committee, and many of the tasks of the Local Arrangements Chair and Committee have been divided

amongst other Program Committee members. Any of the following that appears in italics is the

historical method by which tasks were accomplished.

The Local Arrangements Committee is responsible for planning, conducting, and evaluating the logistical
and dher local arrangements fokCHE Annu&onference andileeting.

The Chair of theocal Arrangements Committee is usually identified by the host institution through the
invitation procedure. Acting with advice and counsel from the Local Arrangements Chair, the President
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Electappoints members of the Committee.

The Association stronggncourages Local Arrangements Chairs to include other local institutions in the
YIye K2albAy3d FdzyOliArAzyao .dZAftRAY3I Yy TR K20 aO2IF f A
facilities, AV equipment, and staffing.

It is important to note that by ACHE policy, its members cannot be paid honoraria or be offered expense
reimbursement in exchange for any roles they might play in the program at the Annual Conference and
Meeting.

A. Guidelines

The Local Arrangemés Committee is responsible for planning, conducting, and evaluating the logistical
and other local arrangements for the Ann@dnference andleeting of the Association.

The following constitutional guidelines provide the framework in which the Locahgements
Committee completes its work:

1. The Local Arrangements Committee shall recommend the facility or fadhisieill house the
annualconference ananeeting. The facilities must comply with ADA standards.

2. Upon approval of the facilityrdacilities, the Local Arrangements Committee shall reserve and
complete all local arrangements for space in the facility or facilities.

3. Approximately one year prior to the annu@nference ananeeting, the Local Arrangements
Committee shall sign aagreement with the facility in which the rates and space are guaranteed to
the Association and the Association guarantees to hold the meeting in the fakilityhe 2009
Annual Meeting and Conference, the Board contracted a conference planning group, MSP
International, Inc., to negotiate hotel arrangements and assist with operations. (See Appendices
for contract.)

4. The facility shall guarantee adequate space for general meetings and small meetings without cost to
the Association.

5. The facility shihfurnish without charge suites for the President and Executive Rfiesident. If
insufficient rooms are booked, ACHE shall pay for these suites. If the facility provides rooms on a
lesser booking, the Board shall determine who shall occupy any exwapfiroentary rooms. (After
KeynoteSpeakers rooms are covered.)

6. The Local Arrangements Committee shall furnish without cost to the Association a headquarters
room. Hospitality roomsf deemed desirableshall also be furnished without cost to thesésiation.

7. In selecting accommodations for the annaahference andneeting, it is recommended that the
location in regard to the hub of activity in the city be considered.

8. The facilities should be attractive with adequate rooms, medium ratescandenient to parking for
those who drive.

9. Allliaison and arrangements for facilities shall be through the Local Arrangements Chairperson.
10. The Local Arrangements Committee shall meet at least once during the year.

11. A bulletin board for annaucements and messages shall be maintained near the registration
information desk.
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12. The Local Arrangements Committee is not authorized to charge the aronfatence andneeting
budget for expenses incurred in committee travel to prior year(s) aconfdrence and
meeting(s).

Role of the Local Arrangements Committee. The Local Arrangements Committee is charged with
responsibility for insuring effective and efficient arrangements for the AnGoaference anleeting.
Specific responsibilities, addrged in the following sections, include the following:

1. Hotel and Meeting Space
a) Hotel Arrangements
b) Meeting Spaces
¢) Audiovisual Support
d) Meals/other functions

2. Budget/Fiscal Management/Reporting
3. Guest Program

4. Onsite Management
a) Raistration
b) Headquarters Room

5. Exhibit¢Sponsors

6. Amenities

7. Evaluation

8. Marketing and Printing

B. Hotel and Meeting Space

The process by whi&CHEselects sites for the Annu@bnference ani¥eeting involves early
consideration of th facilitythat will house the Annualonference ani¥leeting. The Board of Directors
considers invitations from member institutions to host the AnQaiference anfleetings. These
invitations, generally coordinated in conjunction with convention asitbvs' bureaus and

hotel/meeting facilities of possible host cities, include projected information on overnight room rates,
support, and amenities associated with the Anrbahference an¥leeting being held in a particular
city. The timing is generalbetween October 15 and November 15.

It is impotant to note, however, thaACHE looks to an institutional spon#uat is then responsible for
the contractual arrangements for the Annu@bnference antfeeting. ACHE enters into a formal
contractual agreenent with the host institution; however, it relies on the goodwill and professionalism
of the host institution as the key factors guaranteeing the success of the ADonfgrence and

Meeting.

It is not ACHEhat signs the contract with the hotel but raghthe local institution, generally the
institution of the Chair of the Local Arrangements Committee.

It is also important to note the Board does not regard the "hosting"” function to be a regemeeating
venture for the host institution. While the@&d expects the meeting budget to recover-otipocket
costs, it does not routinely pay overhead fees to host institatidCHE shall pay to the host institution
an administrative fee of 7.5% of the gross conference revenue.
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When extenuating circuntencesoccur (e.g., the hotel closinghe host institution has responsibility for
obtaining another site.

If a coalition of institutions are involved as joint sponsors for the ArGmiaflerence anieeting, there
is still only one of them named as fisagent. This is then the institution responsible for the contract
with the hotel.

1. Hotel Arrangementslt is the responsibility of th&xecutive Vice Presidett sign the contract with
the hotelafter negotiation through the conference planning gpouAmong the rast important
negotiated items with the hotel are the room rate and other charges (including space rental, meal
rates, etc.).

Hotels will generally not guarantee a room rate much more than a year prior to an event. ACHE has
generally requsted one single rate for single and double rooms. The rate will depend on other
opportunities for the hotel to sell the rooms, on the number of rooms booked, and on other factors
such as the meals to be included and so on. It is obviously importangttiate as favorable a

rate as possible in order that as many actual and potential members as possible may attend the
AnnualConference andleeting.

Accepted practice in the hotel industry is generally one complimentary room for every fifty room
nights baked in the hotel. It has been practice to provide both the President and the Executive
VicePresident with suites used for ACHE business during the AGaudrence anileeting.

Suites are charged in multiples of comps, one night often "costing" twea®s.

2. Meeting SpacesWhile hotels are in the business of charging for their meeting space, the volume
of room bookings and meal functions for ACHE has generally precluded any charges for meeting or
exhibition space.(See Appendices for sample megtiAccommodations.)

The configurations and availability of meeting space varies greatly in hotelsofffezence
planning groupmust make certain that the Program Committee has accurate information on the
meeting spaces in the facility.

Meeting rooms & configured in the following three ways:

1) Theater style. Rows of chairs facing a head table with a podium for the speaker or other
arrangements for the program.

2) Classroom style. Tables and chairs facing a head table with a podium fordkerspeother
arrangements for the program.

3) Conference style. Tables and chairs in a "U" or "O" shape for "confestmtesesessions.

ACHE has had positive feedback from use of the classroom configuration so much as possible
(except, of course, foconcurrent workshop sessions where those responsible for the program
have designated other preferred arrangements, such as conference style).

In configuring the available space for the sessions, it is important that the hotel have adequate
"turn-around"time between different functions. It is not possible, for example, for a luncheon to
follow a general session set up theater style in the same room without two or so hours for
"tear-down" and "setup." Note that recent practice has reinforced the im@orte of good

signage for meeting roomspnference planning grougsponsibility.

3. Audiovisual Suppott It is the responsibility of the Program Committee to learn of audiovisual
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requirements for the programand other events at the Annual Conferencaldheeting. The
conference planning grougiien has responsibility for the delivery and maintenance of the
equipment during the Annuaonference anileeting.

Past practice has included both arrangements whereby local institutions provide equipment and a

person or persons to maintain the equipment and ensure its seqguanitgt whereby the hotel or its
agent provides the equipmentACHE has had successful experience with both arrangements.

4. Meals/Other FunctionsThe ACHE Board has provided the followguiglelines for meals and meal
functions for the AnnuaConference andleeting:

a) Theconference planning groughall make arrangements for all scheduled meals.

b) Unless changed by the Board of Directors, the scheduled meals shall include:
1) opening reeption;
2) one luncheon;
3) banquet;
4) social hour preceding the banquet.

c) Theconference planning groughall select the menus for the scheduled meals. This should be
done at the same time as the contract thus guaranteeing the price. The comrsitédiebe
responsible for guaranteeing a minimum number attending just prior to the meal.

d) Catering for the Board of Directotts, & G t NB & A R &ndAipAaSigihalhartbidas 2 y =
not covered in the conference budget and are on a "cash" basis. The pants of contact for
these meetingshall be responsible for communicating to tbenference planning groughmeir
needsso proper arrangementsan be made

e) Arrangements foscheduled beverage breaks shall be the responsibility oEtiméerence
planning group.

ACHE relies on thepnference planning grouip select appropriate menus and to make other meal
arrangements. Note that it is appropriate to provide provision for those requiring special diets. Note
also that favorable comments have been rewel in recent years for "light" lunches (e.g., salad plates,

chicken entrees, and so on). The banquet, on the other hand, has been well received as a "big" meal.

C. Budget/Fiscal Management/Reporting

Recognizing that the "hosting" function accrues direct and indirect costs to the host institution, ACHE
pays the host institution an "administrative/management” fee of 7.5% of the gross income for the
annualconference andneeting. This arrangementill be confirmed by a contract between ACHE and
the host institution.

The purpose of the annuabnference ananeeting is to provide a program of interest and stimulation
to the membership. However, if approved activities should produce a defisitalt be paid from the
treasury of the Association and if there is a surplus, it shall accrue to the Assochitthat the
Budget of the Association includes a specified net return from the Annual Conference and Meeting.

The amount of this return to the Association is treated as a line item expense in the Board-approved
meeting budget. The meeting "surplus” is thus calculated after all expenses are addressed, including
the budget return to ACHE. The Board has established the following guidelines:

1. The Program Committee in conjunction with the conference planning group will se¢dfisration
fees and thebudget at the planning meeting prior to the conferencihe Boardwill then vote to
approve the fees and budgetfThe normember registration fe is higher than the member amount
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by the amount of professional member dues for one year. This sum is reported separately and
treated as dues.

2. The AnnuaConference antleeting Budget shall include a return to ACHE amounting to 10% of the
gross revenue.

3. In 2009, the home office SOF YS GKS aol y1 SNE F2N (KStodky y dzl f
over the task otolleding all registrationfeesfor the annualconference ananeeting Historically,
this was the responsibility of the Local Arrangements Coreenit

4. Thed o I y §h&lINBburse funds by recognized fiscal procedure.

5. The Board of Directors recommends that the person responsible for the collection and
reimbursement of funds be bonded.

6. In order to provide an operating fund, it is recommended thateeebistrations (July, August or
Septembe) be solicited from the Board arfrogram Committees.

7. The Finance Chair shall submit a financial statement to the Board of Directors within 90 days
following the conclusion of the annual conference and meeting, listing all income and
expenditures under major categories and budget items.

8. Theconference planning groughall work closely with the PresideBtectand shall have the
PresidentElects approval to exceed the approved budget expenditures categories.

9. The folowingrefund schedulenay be used as a guide

a) Full refund if request is received three days prior to Sunday of the A@uarderence and
Meeting.
b) 80% after a) and until Sunday of the AnnGahference ani{leeting.
¢) No refund after Sunday of the Annuabntrence andMeeting.
10. Receipts for registration indicating amoushall be issued.

Note that both the approved budgets and the final financial reports of the pasi#nnualConference
andMeetings are included in an appendix to this notebook.

D. Guests Events

Theconference planning grouig responsible for developing and conducting a program for guests, for
which a guest fee is charged. Guests also pay for meals and special events (e.g., tours, transportation,
etc.) as necessary and as indicated on the registration form. Specific guidelines by the Board are the
following:

1. A separate registration fee may be charged for participants in a guest program.

2. Guests wishing to attend any of the planned mealsuthdave the opportunity of purchasing
tickets.

3. Theconference planning groumay plan for tours during or after the Annuabnference and
Meeting. These may be included in the registration fee or may be charged separately.

E. On-site Management

Theconference planning grouig responsible for the egite management of the Annu&lonference
andMeeting. Guidelines from the Board include the following:

1. The Local Arrangements Committee shall providedgistrationthat will include handling finances,
forms, and other necessary materials and personmals task was taken over by the home office in
2009.

2. Theconference planning groughall arrange folocation of registration desk in any easily axsible
area.
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Theconference planning groughall prepare a name badge for each registrant. Note that ribbons
and color coding or other means should be used to identify speakers, officers, directors and "first
timers."

Theconference planning groughall make arrangements for adequate headquarters.

Packets and hand out materials are prepared and distributed bgdhéerence planning group

No partial registrations are to be accepted.

Upon request of the Program Committee and approvahe President, complimentary registration
may be given to external speakers who appear on the program.

Roster of attendance at the Annu@bnference andleeting shall be provided by noon of the third
day of the meeting.

Minimally, the registration ad information desk shall be open on Saturday from 1:00 to 9:00pm,
Sunday from 8:00 am to 7:00 p.Aother days from 8:00 a.m. to 5:30 p.m.

10. "After-action" report summarizing experience with Local Arrangements that year and offering

F.

recommendations for th future.

Other Guidelines

The Board has established the following additional guidelines focahéerence planning groymcting
in concert with the Program Committee as appropriate:

1.

The Chairperson diie Local Arrangements Committee and the Chairperson of the Program
Committee shall each serve as aro#ficio member of the other committee.

Theconference planning groughall assign meeting space based on the program developed by the
Program Commiee.

Theconference planning groughall within reason provide meeting space and media materials
(audiovisual equipment) as needed by the Program Committee as arranged well in advance of the
program.

Theconference planning groughall provide tikets for functions requiring the need for tickets.

The Local Arrangements Committee shall be responsible for information releases about the Annual
Conference antfleeting. This task taken over by the home office in 2009.

Theconference planning gug shall arrange for the seating at the head tables in collaboration with
the Program Committee and the President, often coordinated by the home office.

The Local Arrangements Committee shall invite appropriate heads of local institutions of higher
education. In 2009, this task was handled by the Program Committee Chairs.

The Local Arrangements Committee is responsible for design and dissemination of the annual
conference andneeting program documents and any ancillary promotional matefraR009 this
was handled by the home office. To enable this to be dorgetimely manner, the Program
Committee must complete its work by June 15.
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The Local Arrangements Committee should set up its acoaérence andneeting appropriate
website at least ongear prior to the meeting. It also must link to the ACHE webisit2009, this
task was taken over by the home office.

9. The immediate past Local Arrangements Chairperson will be named a member of the current Local
Arrangements Committee.

G. Exhibitors

Exhibitors have the potential of providing atterdswith valuable information and contacts often not
otherwise available at the sessionBxhibitorsproviding services to ACHE members include training
consultants, sofvare firms, distance learning providers, resorts and other facilities, journals, publishers,
and so on.

Exhibitor fees have the potential for offsetting rising Anbahference andleeting costs. While the
hotel may charge a standard rate for drapetles used for exhibits, the Association fee should be
significantly higher than cosgée Appendices for sampjes

While a charge for exhibit space should be established, it may also be appropriate to "trade" space.
Other organizations, for example, mégd it worthwhile to have an exhibit at the ACHE Annual
Conference andleeting and to provide ikind space at their conventions. The Executive Vice
President's guidance should be sought with such possibilities.

The ACHE home office shall be providethwiomplimentary exhibit space.

¢tKS t20FGA2Yy | YR GoB&ard diticgl B subcesedl sendbralatioBshipeiisidoldi
be held in a weltrafficked and high visibility area

Exhibitors shall be registered, given name tags andrigland be given packetther benefits will be
determined by their level of sponsorship/exhibitorship.

H. Sponsors

Sponsors for events at the Annu@bnference andleeting are important for ACHE and for the
sponsors.Local institutions and ACHE Regions, for example, may find it appropriate to show their
commitment to the Association and to the Ann@bnference andleeting by sponsoring coffee breaks
or other hospitality events during the Annuabnference anfiieeting. Sometimesexhibitors are
interested in showing their hospitalignd hosting an eventRecent years have seen a significant
increase in the number of sponsors who visit ACHE annual conferences and megtidgebviously,
the Annual Conference and Mtng budget benefits greatly by having such sponsors.

l. Amenities

While the success of the Annu@abnference andleeting is not a function of amenities, dbe

responsible for local arrangemengenerally pay special @ntion to them. For example, the host
institution or other local institutions might arrange for fruit baskets for special guests at the Annual
Conference anileeting. VIP transportation should be arranged for special guests. Attendees might
find printed guides to eating out or shopping helpful during their visits. The availability of a wide range
of printed materials, including maps on the city and the surrounding area will be appreciated. "Rolling
out the red carpet” is appropriate for ACHE visitoréiey'll probably be in town only once duritiggir
professional career; make them remember the host.city
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In 2009, vhile MSP was contractetb handle many local arrangements, the Program Committee and
the various local institutions who acted in a hoapacity fgr the cor]ference and meetiptayed an
AYLRNIFYG NRtS Ay GaK2ALAGEEAGRE ©¢

J. Evaluation

The primary "aftetthe-event” document produced by thé@ 6 2 2 | 1 S he.fifaNfhancial report.

This report, prepred in comparison with the approved budget, is an important docume&iwjially
important, perhaps, in ensuring future success, is the narrative prepared each year by the Chair of the
Local Arrangements Committee. While the evaluation of the prograne ieiponsibility of the

Program Committee, the Chair of the Local Arrangements Committee is also responsible for preparing
an after action report. The report should include a complete roster, with addresses, of all those in
attendanceanda separate listig of nonmember registrantsln 2009, these after action reports will be
handled by input from all members of the Program Committee and the home office.

K. Marketing/Publications

The Local Arrangement®@mittee (in 2009, the home officeyyorking with the Program Committee,
has the major marketing responsibility for the AnnGainference and/leeting. Shaping the content of
the program is, itself, a major marketing task as the committee attempts to petvent togetheithat

it believes will attract the target audience.

As this is being written, the marketing emphasis is shifting from print and dinedtmedia to web
based, online media. While many members prefer receiving printed program docum#ress prefer
online access.

It is the responsibility of the PresideBiectand Program Committe¢o arrive at the best promotional
mix.

If direct mail promotionsre to be usedthe Home Office wilprovide mailing lists.

The plan for marketing and pnootion must include:

1. Preparing and disseminating the "Call fooposals"

2. Preparing a Conference AnnouncemeriSave the Date

3. Preparing a Program at a Glance, which includes a mailable conference registration.

4. Preparingpostingonline, ard printing for dissemination at the conference and meeting Official
Program of the Annuaonference and/leeting

5. Placement ohdvertisements in th€hronicle of Higher Educatiand publications is handled by the
Home Office.(In the past, ACHE pthasedan advertisement- charged to the annual conference
andmeeting budget- in the Chronicle of Higher Educatitmpromote the Annual Conference and
Meeting. However, lost issues have encouraged ACHE to consider other electronic means for
promoting the conferencsg.

6. Preparing sequential announcements for "5 Minutes."
7. Conference website

The timing of the releases is discussed elsewhere. Preparing the Official Conference Program is by far
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the most complex and time consuming of these tasks.

An effort should be made to have all promotional material concerning the Program of the annual
conference andneeting carry the same graphic identity gignature. The purpose of this effort is to
breed recognition among clients for messages concertliagannualconference ananeeting.

In order to fully implement the use of common graphics on all promotional materials, a decision on the
graphic image to be used will have to be made quickly following the determination of the theme, if
possible.

The oficial program document for the Annu@onference andleeting reflects a level of sophistication
that reflects positively upo\CHE. A review of recent examples will, once again, provide better
direction than words can convey. There are, however, a feintp concerning this piedhat deserve
emphasis.

1. A"program at a glance" feature should be built into the document. This feature provides the
reader with an instant overview of what is going on at what time on each day of the meeting.

2. Care shold be taken to provide adequate description of session content so that participants can
make intelligent choices about which sessions they will attend.

3. If events are not intended for all participants at the meeting, this fact should be so noted in the
document.

4. Be sure to include clear instructions about how to reach the meeting hotel via the major arteries,
and information about the schedule and cost of airport limos or alternate forms of transportation
from the airport to the hotel.

5. Don't forget to list the names of the persons who make up the Program Committee for the meeting.

It is also customary for therogram Committeéo make, & the prior annualconference ananeeting, a
ten to fifteen minute "promo" presentation on the next annuanference andmeeting. This is done
during theannual luncheorand often includes a promotional video or skit.

There are many availabserenues through which the Annu@bnference andleeting of the
Association may be promoted. To this end, a press releasopies of the conference announcement
could be mailed to state associations, professional jourrald any other outletshat might reach
individuals with potential interest in the meeting and its program.

V. HOME OFFICE

The Program Committeghe conference planning group, and any others responsible for local
arrangementssubiject to the approval of the Board of Directors, plan, conduct, and evaluate the Annual
Conference andleeting.

At the AnnualConfererce andMeeting, however, much business ACHE is conducted. While officers

and committee personnel manage much of this process, it istimee office, under the leadership of

the Executive Vice Presidetitat "tracks" and ensures the successful commletof ACHE business.

Appendix Fprovides a listing of tasks coordinated by or through libene office.
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APPENDICES

This appendices includes documents and guidelines from the last three years. The most current
versions of documents are included whavailable.

A)

B)
)
D)
E)

F)

Program Committee Calendar

Guidelines: Day Chairs
Presiders

Speaker Information

Small Group Activities

Survey

Evaluation Form

Sample Speaker/Keynote Letters

Speaker/Keynote Travel Forms

Proceedings Information

Suggestions for Speakers/Presenters

Sample Letter - Presiders

Exhibitor/Sponsor Information

Local Arrangements Committee Reports
Budgets and Financial Reports

Hotel Contract

Home Office



APPENDIX A

PROGRAM COMMITTEE CALENDAR AND TIMELINE

Target Dates Item
May Determine AnnuaConference and/leeting Theme
June - July Form AnnuaConference andleeting Program Committee
Aug - Dec Identify keynote speakers
Oct 30 - Nov 30 ACHE Amual Conference andleeting
G Distribute G/ Ftf  F2N t NEodkdkencé andleeting ! vy dzl f
U Distribute Gt NSaA RSNk wS 02 NR &iiualiCanfedaycé hd@eeting 2 NI
U Distribute Date Saver Cards at Ann@dnference and/leeting
Nov
u Emall a/ F2NJ t NBLR2al f ace¢
U Advertise al/ £t T2 ~NIeMiLvEtBACHBENOother organizations with

Continuing Education focus.

Nov - Mar
U Finalize Keynote Speakers.
U Recruit Presiders (Day Chairs)

Feb
U Program Committee Meeting

Mar - Apr
U Letters maile viaemail with return receipt:
A Confirmation letters to Keynote Speakers requesting return of bio, travel, and equipment
information (Program Chair sends with copies to Day Chairs and Local Arrangements).
A Confirmation letters to Concurrent, Workshop, aRdundtable session presenters (Call for
Proposals Chair sends with copies to Program Chairs, Day Chairs, and Local Arrangements
Chairs) advising of upcoming contact with appropriate Day Chair.
A Confirmation letters to Session Presiders (Appropriate Dayr<sands these).
0 Other Correspondence:
A Letters to rejected proposals (sent by Call for Proposals Chair, offering roundtable or poster
sessions as an alternative)
A Letters to Committee, Network and Region Chairs (sent by Liaison to Committee/Network
and Regin Chairs).
Apr 15
U Day Chairs confirm all arrangements with Keynote, Concurrent, Workshop, and Roundtable
session presenters for the appropriate day; including getting presentation descriptions, bios,
A/Vrequirements, room setip, etc. (Day Chairs sendrdirmation notices to Local
Arrangements Chair and the Program Chair).
U Day Chairs confirm Presiders assigned to all sessions on the appropriate day (also sends



confirmation notices to Local Arrangement Chair and the Program Chair).

U Liaison to Committees/dtworks and Region Chairs confirms all meeting
arrangements/information needed (also sends confirmation notices to appropriate Day Chair
and the Local Arrangements Committee Chair).

U Day Chairs prepare and submit AnnGainference andileeting program copydr the
appropriate day to Local Arrangements Chair and the Program Chair).

U Day Chairs prepare and submit AnnGainferene andMeeting program copy for the
appropriate day to Local Arrangements Chair and the Prograair)Ch

U AnnualConference andleeting Pogram report due to the Board

April or May
U Board meeting

May 15
U0 AnnualConference andleeting Program report due to the Board
U Mail DateSaver Card to selected mailing lists.

May 15 - Jul 1

U Proofread and finalize draft copy of Ann@anference anteeting Brochure (Program Chair
with assistance of Day Chairs).

U Begin conference registration.

U Post program on website

Sep 15
U Evaluation Committee (Chair) prepares all evaluation instruments
U0 Email Marketing Date Saver

October
U Evaluation Chair duplicatesled dzF G A2y F2NXa | yR LINBLI NBa SgI f
Presiders/Recorders use @ite at the AnnuaConference andleeting.

October/November
U Annual Conference and Meeting
A Final Program Planning Committee meeting



Guidelines for Program Day Chairs
ProgramDay Chairs have the responsibility of overseeing a day of the conference.
Communication viaarrespondenceand email is critical to the success of the conference.

The ProgranCommitteeChair will send a letter of congratulations/acceptance toshevhose
proposals were accepted for sessipresentations and workshops and copy the Day Chair

Program Day Chair

You will work with the person who made contact with the general session speaker/keynote for your day
to make arrangements.

Everyone shold be clear on who is making travel arrangements, including room accommodations, (see
Budgeting/Fiscal Policies and Procedures for Program Committee).

The Presenter will also receive from the Progi@ommitteeChair a Speaker/Presenter Confirmation
letter. The Progran€ommitteeChair will indicate in the letter that the Day Chair will contact the
speaker regarding additional AV needs and schedule verification information.

Day Chairs prepare and submit program copy for their day to the Local ArrangeGmntsittee.

Day Chairs will be responsible for appointing and confirming (in writing) presiders for all sessions,
including general sessions on the appropriate day.

Day Chairs will ensure presiders are present at the AmBaaference andileeting and hae picked up
their packets. If an individual does not attend the AnrDahference andleeting, then the Day Chair
will locate a suitable presider replacement.

Instructions for Session Presiders
Persons serving as workshop and concurrent session gissi@rform an important function in the
meeting. Itis your job to see that speakers are present and ready to go and to keep the meeting
moving along by observing starting and ending times. The following guidelines are offered to help you
meet these inportant obligations.

e Session Presiders pick up Presider packietisearegistrationdesk. Confirm that your packet

containsa presider direction sheet and session evaluation forms
¢ Place evaluation slips on each chair in the meeting room.

e Arrive earlyat the session for which you apgesidingto assure that the speaker(s) or other
resource persons are present.

o Verify that room arrangements and aueisual support equipment are in place and that all
equipment is in working order.

e Start the sessionmtime and introduce the speaker and titend formally welcome the
speaker(s).

e Assist the speaker with the distribution of handout materials.

e Watch the elapsed time for the session and alert the speaker/presenterdf bbe seems



unaware of the adance oftimeA y & dzOK | ¢ bldwtim&fori R2 Say Qi
guestions/answers/discussion.

e Conclude the session on time. Please thank the speakers/presenters. Also, thank the
participants for attending, remind them to complete and turn in the session evialuérmto
you.

e Offer direction to participants about what is next on the program.

e Collect and count the completed evaluation forms, picking up any blank forms left behind.
Write the number of attendees/completed forms on the front of the packet éope. For
example, if 15 people attended a session and 10 evaluation forms were returned, you would A
GNAUS ampkmné 2y UKS 2dziaARS 2F U0UKS Syg@gSft 2L3S

e Place all evaluations, completed and blank, in to the packet envelope.

Return the envelope to the registtion desk by the end of the day.

Questions? Please contact your Day Chair.



Speaker Information

1. Whenapproaching possible speakepspvide each speaker with a brief written narrative about
ACHE and its purposesn éffer can be madéor expenses oly orfor an honorarium and expenses. If
expenses are to be paid, it should be made clear in writing to the parties involved what is incitiied
G o | y 1 rBsdnsibidér paying all bills associated with the program at the An@@iference and
Meeting.

2. ltis suggested that an offer to an individual being asked to speak be issued a formal written letter
(e-mail with read receipt requestedf invitation toconfirm:

e day, date, time and location of the presentation.
¢ title and/or content of thespeech/presentation.
e amount of honorarium offered.
e nature and amount of expenses for which reimbursement will be provided.
e other expectations of the speaker.
e arrival time and travel for the speaker.
e whether the speakeneeds a room reservation.
Secue a Social Security number (necessary later for paying speaker).

3. The Program Committee chaimsrgl an email invitation to the speakewith aread receipt
requested TheProgram Committee Chair is responsible for informing each spedikenw to get
reimbursed for expenseshecks for honoraria are available at the meeting and given to speakers
at the conclusiorof their part of the programSpeakers wilheed to complete appropriate
paperwork forreimbursement.

4. TheProgram Committee Chair inviiddeynote peakers to participate in meal functions proximate
to their presentations. They are given speaker badges that entitle them to participate in any of the
non-meal functions as they might choose. The cost of these meals is absorbed as a cenferenc
expense and is not counted against the Program committee speaker expense budget. The Local
Arrangements Committee Chair must be informed of all such meals.

5. Hotel rooms and airline tickets for speakers can sometimes be arranged as complimentary. Most
conference hotels and designated airlines will give ACHE a number of complimentary rooms/tickets.
The Local Arrangement Committee Chair handles these and can inform the Program Committee
chair if such complimentary rooms/tickets are available.



Background and Briefing Paper for Speakers/Presenters

This background and briefing paper has been prepared to provide you with information that will create
a general awareness of the Assaociation for Continuing Higher Education (ACHE) and of its membership.
Hopefully, this will give you an opportunity to know more about the audience you will be addressing.

ACHE is an international organization that has been in existence for longer thdralbeentury. The
membership is composed of professional continuingadors from colleges and universities

throughout the United States and Canada. The members have diverse job responsibilities including
marketing specialists, curriculum experts,-ocffmpus course or center coordinators, deans of extension

or schools of antinuing education, adult student counselors/advisors, financial managers and
conference planners. The principal focus of the efforts of such persons is service to an adult or non
traditional student market in campus settings,-0mpus extension locatins, or on the sites of

business, governmental and community organizations. Many continuing educators are interested in the
use of telecommunications and other forms of technology as these concepts might relate to the
delivery of service to adult learners

There are three types of ACHE memberships available to educators. Institutional membership is for
persons who are employed by institutiotigat are members of ACHE. Professional membership is for
individuals who wish to hold personal membership in tinganization. Affiliate membership has been
established for proprietary institutions or other organizatidhat are involved in higher education. The
current membership of the Association for Continuing Higher Education is approxim&@ty 1A

national meeting is held in the fall of each year dealing with concerns of professional educators. These
meetings are held at variouscations throughout the United States and Canada and are hosted by
colleges or universities within the area of the conferenBegional organizations are also a significant
part of the association. Presently, there &eegionsthat are set up by a geographical division of the
U.S. and Canada. The regional organizations have a slate of officers and host meetings in tbé spring
each year at locations within the respective regions.

The governing body of the Association for Continuing Higher Education is a board of directors. The
directors are elected for a thregear term. Committees are also an important part of ACHE.
Consttutional committees, standing committees and ad hoc committees are established to carry on the
program of the Association for Continuing Higher Education.

Each month aewsletter is published bixCHE that deals with issues, trenasd problems in the éid;
reviews of literature about continuing educatipand professional conference or meeting date®n a
guarterly basis, the association also publisheslternal of Continuing Higher Educatiadjich
features scholarly and technical articles and otimformation of interest to continuing education
professionals.

Among the most important benefits of membership in ACHE are the professional friendships and
communication networkshat develop among those who make up thssociation. Members of this
organization feel free to contact colleagues for advice and ideas. There is among this group an open
willingness to share information with and provide help to professional colleagues.

Small Group Activities

1. The bulk of the ACHE program each year comsissmall group activities: workshops, lectures,
panels, demonstrations, and similar activities.

2. Itis important to provide several alternatives, but not so many that only a small audience will



attend each session.

3. Careful attention in matchingoncurrent sessions to appropriate spaces in the meeting facility is
required. Itis critical that Program committee members know exactly the number, type, and
capacity of all rooms that will be available to them for the program they are to design.

4. Small group sessions should be selected or designed to optimize interaction of the participants and
the presenter.

5. Handouts are very helpful. Presenters should be made aware of this interest and informed that they
are responsible for copies.

Program Evaluation

Since most continuing educators make it a practice to evaluate programs they conduct in their own
institutions, it slould not be a surprise thaaCHE is eager for its own program to be evaluated. Thus,
program participants have been asked targaete evaluation sheets during themtext of the meeting
each year or online.

Other Program Considerations

I. In developing the program of the Annu@bnference andlleeting, the Program Committee should
be sensitive to many traditianthat have beentilt up in ACHBver the years.

2. One of the most important benefits of ACHE membership is the chance to meet and come to know
their professional colleagues in the field. It is important that adequate time be built into the
programs to allow informal teraction that promotes the development of these relationships.

3. Exhibits are the responsibility of thexhibitor/Sponsor Chair(s) in collaboration with the conference
planning groupHowever members of the Program Committee can contribute to thigfad the
program by suggesting and referring possible exhibitors.

4. Another important facet of the program is the family member/guest program. This program is
arranged by theonference planningroup. The Program Committee must know the details
concening these events.



ACHE 2006 Thank you for attending the 2006 ACHE Annual Meeting. We
hope the sessions were both informative and relevant. We

Los Angeles have strived to develop programs that are beneficial to you.
Please take a few minutes and help the program committee
October 28 ¢ 30, 2006 evaluate how well we have done.

We hope to see you in Roanoke in 2007

2006 Conference Evaluation
1. How did you hear about our Annual Meeting?
Brochure ACHE Newsletter BERChronicle of HE Previous Conference Website

Other (describe)

2. Including this year, how many ACHE Annual Meetings have you attended?
1 2 3 4-5 6-10 More than 10
3. How many years have you been working in the field of continuing education?
1 2-5 6-9 [10-14 15-19 20-240 More than 25
4. What is your primary area of responsibility (please check only one)?
Credit Programming Non-credit Programming Distance Education
Faculty Administration Other

5. Which best describes your place of employment?

Two-year college Research University Private Business
Four-year baccalaureate Distance Education Other
6. Which best describes your institution? Public Private Other

7. What estimate of expenses will you personally incur in attending this Annual Meeting?
None 1-24% 25-49% 50-74% 75-99% 100%

8. Please identify the reasons why you chose to attend this Annual Meeting of ACHE

Important Not Important
Develop/maintain network of colleagues 5 4 3 2
Bl
Theme of the conference 5 4 3 2 @1

Keynote speakers 5 4 3 2 @1



Identifying emerging issues 5 4 3 2 @1

Present paper/session 5 4 3 2 @1
Location of the meeting 5 4 3 2 @1
Always attend 5 4 3 2 @1
Opportunity for skills development of staff 5 4 3 2 @1
Other 5 4 3 2 Bk

9. Please evaluate all aspects of the annual meeting.

Outstanding Average Needs Improvement

Logistics 5 4 3 2 @1
Overall quality of the conference 5 4 3 2
Bl

Organization of the conference 5 4 3 2 @1
Facilities 5 4 3 2 @1
Meals 5 4 3 2 Rl
Directional signs 5 4 3 2 @1
Checkin/Registration 5 4 3 2 @1
Preconference publicity 5 4 3 2
Bl

Conference Booklet 5 4 3 2 @1
Barbara White Wright Keynote Addressl 5 4 3 2
Bl

Dr. Stanley Shugart Keynote Address 5 4 3 2 @1
California Higher Education Leadership Panel 5 4 3 2 @1
Quialityof Concurrent Sessions 5 4 3 2 @1
Length of Concurrent Sessions 5 4 3 2 @1
Annual ACHE Luncheon 5 4 3 2 @1
Optional LA Tour (only if attended) 5 4 3 2 @1

10. How well did the Annual Meeting meet your expéictas?

B Very well B Adequate Not so well
11. How did you rate the length of the Annual Meeting?

ERJust right Too long Too short

12. How did you like the Saturday starting date for the Annual Meeting?

| liked it Move back to Sunday Another day
13. Did you stay at the Sheraton Hotel? Yes No If yes, rate the facilities
Excellent Average Poor Comments

14. Did you visithe Annual Meeting website (ache2006.org)?PYes No If yes, how would you
rate it?



EEVery helpful Somewhat helpful Not helpful at all
15. Do you plan to attend the 2007 Annual Meeting in Roanoke, Virginia?a@ Yes No

16. Please give thProgram Committee suggestions on how to make the Roanoke meeting better.




KEYNOTE SPEAKER EVALUATION FORM
Session Title:
Featured Speaker:

1. OnascaleofdpX K2¢ ¢62dz R @2dz N} S (KA&a aSaamgdy F2N
expected from it; and 1 = | did NOT get what | expected from it.) Please circle below:

5 4 3 2 1

N

. What will be the most important piece of information that you will take home with you as a result of
attending this Keynote session?

w

. What dd you find to be the least helpful piece of information presented by the speaker?

B

Would you like to make any recommendations regarding our having these types of sessions and/or
keynote speakers in the future?

WORKSHOP AND CONCURRENT SESSION EVALUATION FORM
Session Title:
Presenter(s):

1. Onascaleoft pX K2g ¢g2dzZ R @2dz NI (iS GKAa aSaaizy T2
what | expected from it; and 1 = | did NOT get what | expected from it.) Please circle below:

5 4 3 2 1

2. What did you like most about this session?

3. What did you like least about this session?

4. Would you like to make any recommendation for improving and/or changing this session if it is

delivered in the future?

Presider: Please give to presenter upon completion of the session



Sample Speaker/Keynote Letter

November, 2006

Keynote/Presenter
Address

Dear

TheAssociation for Contiing Higher Education (ACHEY'@%nnualConference and/leetingis being

heldin Roanoke, Yginia, at The Hotel Roanoke and Conference Center, October 27 through October

30, 2007 ACHHhas a long history as an organization that values quality learningrappties for

adults. e themeof the 2007 Annual Conference and MeetingRefining Our Mission: Continuing

9RdzZOF A2y Qa w2fS Ay 9y3IlFIASYSYyids hdziNBF OKZ |yR tc

We are pleased that you will lmur keynotespeaker on DAY, DATE, TIME, (INSERT APPROPRIATE INFO).
Members of the Program Committee are excited to have soreeaufryour céiber and expertisgoin us.

As (APPROPRIATE CONTACT PERSON) has indicated, the Association will provide ( ) to cove
honorarium and travel expenses.

To ensure a timely planning process, please complete and return the enclosed forms.

Speaker Iformation Form

Equipment/Materials Request Form

Program Copy Form

Please complete travel forms and remember to.rhwill forwad the informationto
, Sunday Day Ch¥iou may contact :

PonNE

APPROPRIATE DAY CHAIR
ADDRESS
Phone/FaxEmail:

We want topublish your presentatiom the ACHProceedings Please find enclosed a letter explaining
the presentations summamequired.

On behalf of ACHE thank you for agreeing to be our keynote speaker. Please call me at ( ), or
email me at if you have any questions. | look forward to meeting you in Roanoke.

Sincerely,

Day Chair/ProgramChair

Cc: Day Chair
President

NOTE: All presenters are expected to pay the conference registration fee. There will be no exceptions
There are no reduced fees for presenters or participants wishing to attend only part of the conference.
Keynote presenterseceive a complimentary registration



Keynote Speaker Travel Form

69th Annual Conference - ACHE 2007
Saturday, October 27 through Tuesday, October 30, 2007
The Hotel Roanoke and Conference Center

As soon as your travel arrangements are made, please complete and return this fRoxdaane
Gonzales, Program Chair. Thank you.

Your Name:
(First) (Last)

Session Title:

Session Day/Time:

Mailing Address:

Phone: Fax:

EMail:

Air Travebnd Hotel Acommodation

Airline & Flight Number

Arrival Date & Time

Departure Date & Time

Will you stay at the conference hotel? (Don't forget to book your reservations early)

Yes Néno, Where will you stay?

Ground Transportation (please ci&ds appropriate) Taxi Car Other

If driving, when do you expect to arrive Roanokée

Return form to:

David Grebel

Director, Extended Education
Texas Christian University
TCU Box 297026

Ft Worth, TX 76129

Fax: (817R57-7134
Emaild.grebel@tcu.edu



mailto:d.grebel@tcu.edu

Speaker's Equipment /Materials Request Form

69th Annual Conference - ACHE 2007

Saturday, October 27 through Tuesday, October 30, 2007

The Hotel Roanoke and Conference CentRoanoke, Virginia

Please complete and return this form Bavid WatermanChair, Local Arrangements Committee.
Thank you.

Session Title and Date:

Equipment: Please request only equipment you definitely need. The Conference is charged aifee to
all audiovisual equipment. We will be unable to accommodate any requests for equipment not
included on this request form.

Lectern and Microphone
Overhead Projector and Screen
35 mm Slide Projector and Screen
Easel, Flip Chaatd Markers

LCD Projectoand lap top

Other, Please specify:

I will bring my own equipment. | will need the following hookups:

Return form to:

David Waterman

Assistant Director

Continuing & Professional Education
Virginia Tech

702 University City Blve0272
Blacksburg, VA 24061

Phone: (540231-5486
Emaildmwater@vt.edu

Cc: David Grebet Program CeChair
Appropriate Day Chair


mailto:dmwater@vt.edu

Proceedings Program Copy

69th Annual Conference - ACHE 2007

Saturday, October 27 through Tuesday, October 30, 2007

The Hotel Roanoke and Conference CentRoanoke, Virginia

Keynote Speaker/Presenter Information

Please verify all information below or add any missing information. Be sure to include inforroatin f
presenters.

Presenter Information
Name: Mr. Ms. Dr.

Affiliation:

Professional Title: Telephone: Work Home

Address:
Street City State  Zip
Name: Mr. Ms. Dr.

Affiliation:

Professional Title: Telephone: Work Home

Address:
Street City State  Zip

Please attach a resume or biographical abstract on each presenter for the moderator to use in the
introductions.
Program Information

Presentation Title as it should appear (Please make sure it is as descriptive and at the same time as
succinct as posdin. The Day Chair from the 20BYogram Committee may contact you regarding this):

Presentation Smmary: (For Program Description, Please Do Not Exceed 70 words)

Return by March 16, 2007 to: (type in appropriate Day Chair below)



Sample Letter from Proceedings Editor

March 1, 2007

Dear Presenter,
Thank you for agreeing to participate in tA€HE Conference.

We want your presentation to be published in the ACHE Z&@¢eedings In order to appear in the
Proceedingsyou must submit a 12 page summary of your presentation. Send your summary as a
Word Document attachment to Irene.Bargau@ TridentTech.edu

Your summary must be received by October 18, 2007.

If your presentation was combined with another, only one combined submission should be made for

the Proceedings | realize that preparing the summary is extra work for you, bistuery important for

us to have a historical record of the Annual Conference. By appearing Rrdbeedingsyour

presentation will be preserved and made available to the entire ACHE membership. Thank you for your
cooperation.

Sincerely,

Irene Barrineau,Editor
Proceedings



SUGGESTIONS FOR SPEAKERS/PRESENTERS AT ACHE 2007 CONFERENCE

The Association for Continuing Higher Education (ACHE) has a long history as an organization that values
guality learning opportunities for adults. In our annuahferences, which focus on themes relevant to
continuing higher education, we are eager to model the established principles of adult education in our
general and concurrent sessions. Our conference participants are individuals who work in a variety of
continuing higher education settings and programs; some have extensive experience and some are very
new to this field. They are also typical of all adult learners: they have diverse ethnic and cultural
backgrounds, different learning styles, and other unigharacteristics, including some who have
disabilities/exceptionalities.

Asa speaker/presenter at the 200CHE Annu&@onference andleeting inRoanoke we hope that
you will consider such differences as you develop your presentation and, if possitbie resources
available in alternative formats.

1. Handoutsthat reinforce the information presented are greatly appreciated. You will be
responsible for having sufficient copies of handouts.

2. Overhead transparencies (power point) and other visual preg@®ns are most helpful when
they present clear, brief, and high quality materials that are easily seen throughout the room.

3. As appropriate to the particular presentation, participants value examples, case studies, and
practical applications of the nberial presented.

4, It is important that the session description clearly match the actual session as to content,

approach, and degree of participant involvement. For example, a session may be either too
advanced or too basic for the level of experienéa participant.

5. In most sessions, the participants value some amount of involvement, with time allowed for
guestions and answers and for sharing of ideas and similar experiences by those attending.

6. If a session is to have "hands on" activities, hédrmation should be clearly given in the
description and the appropriate equipment arrangements made with the local arrangements
committee.

We are pleased that you will be a part of the Z@hnualConference an#leeting and look forward to
your presetation!

NOTE: All presenters are expected to pay the conference registration fee. There will be no exceptions.
There are no reduced fees for presentekeynote presenters receive a complimentary registration.



Sample Letter to Presiders

To: Presiders
From: David Grebel
Program Committee
2007ACHE Meeting
Date: June, 2007
Re:  Program Confirmation
Thank you for agreeing serve as a Presideon for the &®th Annual

Conference anileeting of ACHE, &oanokeVirginig October Z ¢ 30, 2007 Please see attached
program for specific times.

| am also enclosiniipe guideline for Presiders aradlist of the Day Chairs. They are respondiiiany
changewr corrections to the program for the Annuabnferene andMeeting

Again, thank you for serving the Association in this important role. | look forward to seeing you in
Newport.

Enclosure: Gdelines for Presiders

cc: Day Chairs



APPENDIX B
Exhibitors and Sponsors
In 2009, registrationvas primarily by paper form. With input from the 2010 Exhibitor/Sponsor Chair(s),
this process can go online.
This section needs to be revisited, revised and clarifiddre is a list of concerns:
1. Clarify exhibitor vs sponsor.

2. Educational Partnershige a separate entity and automatically receive the benefits listed on
the website.

11/5/09



ACHE 71% Annual Conference & and Meeting
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November 15-19, 2009

www.acheinc.org/ache2009

Dear Colleague:

The Asociation for Continuing Higher Education (ACHE) will be holding’i&rifiual Conference and
Meeting at the Sheraton Society Hill in Philadelphia, PA, Novemb#8,15009 We invite you to
participate in this exciting event as an exhibitor!

ACHE israinstitutionrbased network of colleges, universities, affiliate associations, organizations, and

agencies dedicated to the promotion of lifelong learning and excellence in higher education. Founded in

1939, the organization has grown to nearly 2,000 medBe>X YI 1Ay 3 ! /19 G4KS al aaz20hA
for continuing education professionals across the country and in three foreign countries.

Outreach, or Continuing Education, is one of the fastest growing and most exciting areas in higher
education today. Wera the innovators and decisiamakers, launchingimely programs, forging

unique partnerships, and providing

convenient access to our students. In recent years, we have been the leaders in distance education,
using the latest technologies to deliver cutirdge programs. As we prepare for the future, we are
exploring new products, new resources, new software, new hardware, new partnership opportunities,

YR GKS ySg adzyly26yé
Why should you exhibit at the ACHE Annual Conference?

LiQa Iy 2 Lddppdewnistoinérs aindsellRour product! Every member of ACHE is a
potential future customer.

Sq please find attached the Exhibitor Registration Form and confirm your participation as an exhibitor
for! / 1 9 & Annumionference and Meeting by sérglin your registration today to Dr. Robin
Plumb at the Oklahoma State Regents for Higher Education.

Please call (918) 632070 or email apaulahogard@utulsa.eduf | can provide any additional
information. We look forward to seeing you in Philadelphia in November!

Best regards,

Paula Hogard Robin Plumb
ACHE Exhibitor Relations ACHE Exhibitor Relations


mailto:paula-hogard@utulsa.edu

ACHE 71 Annual Conference & and Meeting
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November 15-19, 2009

www.acheinc.org/ache2009

REGISTRATION FORM FOR EXHIBIT SPACE

Please complete and return this form and your exhibitor registration fee.

Please mail all correspondence to: Dr Robin PlumbExhibitor Relations
Director of Academic Programs
Oklahoma State Regents for Higher Education
655 Research Pkwy, Suite 200
Oklahoma City, OK3104

Business Information:

Firm Name Phone ( )
Street Adiress FAX ( )
City State Zip Email
Name Title

Website

Brief description of product or service:

Is an electrical outlet needed for your exhibit space? A Yes A No
Names of the two representatives attending the conference. $200 fee for each additional representative.

1= 3.

*Primary Contact:




ACHE 71 Annual Conference & and Meeting
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November 15-19, 2009

www.acheinc.org/ache2009

EXHIBITOR LEVELS

President Level - $4,000 (five available)
A Presidential Level may choose to:

1. Host the opening reception, or

2. Host the closing banquet, or

3. Host the Monday annual luncheon, or

4, Sponsor tke conference and annual meeting gift with appropriate recognition
5. ACHE Pins

Each exhibitor at the President Level will receive the following:

. an individual company banner at the conference event

o the company logo on conference banner and in confergarogram

o company logo on the conference web site (with optional link to your business site)
o special recognition at hosted event, opening session and business meeting
. first tier option to select your exhibit table location

. 20KSN) 0SSy STAGaAKA®AA RSNUCBNKDISARE 8\éy a9 E

Dean Level - $2,500 (ten available)

A Dean Level may choose to sponsor:

Gt NPINFY |G I-sizBdohfefefcd programlpravidedl io all participants), or
NameTag lanyards with ACHE Philadelphia and your company logo, or

Confereme ToteBag with ACHE Philadelphia and your company logo, or

One of three keynote speakers, or

A Breakfast, or

A Beverage Break

ok~ wnhE

Each exhibitor at the Dean Level will receive the following:

. the company logo on conference banner and in conference progra

o company logo on the conference web site (with optional link to your business site)
o special recognition at hosted event, opening session and business meeting

. second tier option to select your exhibit table location

. 20KSNI 6SySTAi(a | ) RSEDNRAASER Ay GOEKAOAIG?2

Director Level - $1,000
Director Level exhibitors are assigned exhibit space, and the benefits are described in the
O9EKAOAUZNI 5SUlFATfa¢cgd



ACHE 71 Annual Conference & and Meeting
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November 15-19, 2009

www.acheinc.org/ache2009

INVOICE

Please complete this forand returnwith the Registration Form and Fee.

Please mail all documents to: Dr Robin PlumbExhibitor Relations
Director of Academic Programs
Oklahoma State Regents for Higher Edwcati
655 Research Pkwy, Suite 200
Oklahoma City, OKR3104

EXHIBITOR LEVELS

President Level $4,000 XXXXXXXXXXXXXXKXXDPD
Dean Level $2500 DPOPPPPOX XXX XXX XEXXX XXX
Director Level $1,000 XXXXXXXXXXXXXXKXXDPD
Additional Registrations @ $200.00 each XXXXXXXXXXXXXXKXXDD
Names:

Total Fees XXXXXXXXXXXXXXXXXXXXXRDPOD

Enclosed is our exhibitor fee for participation in the ACHE 2009 Annual Conferehbieating.
We are paying by:

Check (Payable ACHE)
Credit Card

If paying by credit card, please supply the following information:

MasterCard VISA Discover American Express
Credit Card Number Expiration Date CVvVv#
Print Nameon Credit Card Signhature

FOR ACHE USE ONLY
Exhibit Space Assigned

By

ACHE Representative
Date




ACHE 71° Annual Conference & and Meeting
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November 15-19, 2009
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EXHIBITOR DETAILS

Fee for all exhibitor levels will include:
e  Two conference registrationsincludes annual luncheon and awards banquet.
Eightfoot skirted table and two chairs
Wastebasket
Signage to identify exhibitor and booth number
Standard power connection electrical outlet (if needed)
Carpetedfioor
Electronic copy of attendee mailing list
LyOfdzaAazy Ay fAa0G 2F alLlyaz2zNB 2y at NPINIY I
Two exhibitor badges

Exhibitor Schedule:
Setup Sunday, November 15 4:00 p.m. 6:00 p.m.

Hours Monday, November 16 8:00 a.m 4:15 p.m.
Registration and Conference Continental Breakfast in Exhibitor Area

Tuesday, November 17 8:00 a.m. 4:00 p.m.
Registration and Conference Continental Breakfast in Exhibitor Area

Wednesday, November 18 8:00 a.m. 4:00 p.m.
Registration and Conference Continental Breakfast in Exhibitor Area

Dismantle Wednesday, November 18 4:00 p.m. 5:00 p.m.

Exhibits are to be saip on Sunday between 4:00 p.m. and 6:00 p.m. and must remain intact
until the end of the Conference, (p.m., Wednesday, November 18. Exceptions must be
requested in writing to theACHE Exhibitor Relations Committdekathleen M. Yasas
kyasas@aol.comAll materials mast be removed from the exhibit area by 5:00 p.m. Wednesday,
November 18. Exhibitors are encouraged to attend the Awards Banquet, beginning with a
reception at 6:00 p.m. on Wednesday, November 18.
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ACHE 71 Annual Conference & and Meeting
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www.acheinc.org/ache2009

EXHIBITOR DETAILS

Assumption of Risk

Exhibitors assume all risks incidental to participation in all activities, loss or damage to property,
and releaseACHE, Association for Caonting Higher Education, Inits employees and agents
against any claims.

Cancellation of Exhibit Space
Confirmed exhibit space can be cancelled by written notice to Robin Plumb, ACHE Exhibitor
Relations, at the address below.

If notice of canellation is received:

Before August 1: Exhibitor forfeits 10% of total cost for exhibit space assigned.

August 1 or after, but before October 15: Exhibitor forfeits 50% of total cost for exhibit space
assigned.

October 15 or after: Exhibitor forfeits 10% of total cost for exhibit space assigned. Note: Space
requests madeafter October 15 are subject to the aboveentioned cancellation policies seven
days after the booth is assigned.

Questions about exhibit space and set-up can be directed to:

Kathleen M Yasas
Tel: 516 944 7340
Fax: 516 944 8663
Email: kyasas@aol.com

Visit our Association Web site: www.acheinc.org



mailto:kyasas@aol.com
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APPENDIX C

LOCAL ARRANGEMENTS COMMITTEE GUIDELINES

TheLocal Arrangements Committeeresponsible for planning, conducting, and evaluating the logistical
and other local arrangements for the Ann@dnference anleeting of the Association. The following

constitutional guidelines provide thesimework in which thé.ocal Arrangements Committeempletes its
work:

1. TheLocal Arrangements Committeball recommend the facility or facilitiéisat will house the annual

10.

11.

12.

conference andneeting. The facilities must comply with ADA standards.

Upon approval of the facility or facilities, thecal Arrangements Committeball reserve and
complete all local arrangements for space in the facility or facilities.

Approximately one year prior to the annu@nference ananeeting, theassociatiorshall sign an
agreement with the facility in which the rates and space are guaranteed to the Association and the
Association guarantees to hold the meeting in the facility.

The facility shall guarantee adequate space for general meetings and small gsegithout cost to
the Association.

The facility shall furnish without charge suites for the President and Executiveiésident. If
insufficient rooms are booked, ACHE shall pay for these suites. If the facility provides rooms on a
lesser bookinghe Board shall determine who shall occupy any excess complimentary rooms. (After
Speakers rooms are covered.)

The Local Arrangements Committee shall furnish without cost to the Association a headquarters
room. Hospitality rooms if deemed desiraldball also be furnished without cost to the Association.

In selecting accommodations for the annaahference andneeting, it is recommended that the
location in regard to the hub of activity in the city be considered.

The facilities should be a#ictive with adequate rooms, medium rates, and convenient to parking for
those who drive.

All liaison and arrangements for facilities shall be throughLibeal Arrangements Chairperson
The Local Arrangements Committee shall meet at least onaggdhe year

A bulletin board for announcements and messages shall be maintained near the registration
information desk.

The Local Arrangements Committee is not authorized to charge the asonfatence andnheeting
budget for expenses incurrégtcommittee travel to prior year(s) annuanference and
meeting(s).



LOCAL ARRANGEMENTS PLANNING CALENDAR

The following planning calendar outlines recommended critical path dates and activities regarding the
hosting and program functions.

Target D&

5 years prior

4 ¢ 3 years prior

1 Y years prior

1 year prior

OctoberFebruary

February

Activity

230 AyadAalddziazyQa Ay@AGriAizy I OOSLI
Local Arrangements Chair identified by host institution.

Tentative hotel selection.

Committee appointed by ACHE presidetectwith adviceand counsel oLocal
Arrangements ChairHotel identified/contract confirmed/room rate set.

At annualconference andneeting, meet withLocal Arrangements Committee
to outline promotion efforts needed for the next annuainference and
meeting. Alsowork with host city visitors/convention bureau or Chamber of
Commerce for promotion ideas. Have artwork fmomo completed when
PresidentElectannounces themeltitle.

Prepare detailed annuabnference ananeeting budget, including proposed
registratin fees, for approval by the ACHE Board at its midyear meeting. If
possible, meet with the Board to present the budget and give an overview of
the special events and local attractions. Note: The budget will require
confirmation of the marketing plan fohe annuakonference ananeeting,
including the mix of print and online media.

Meet with Program Committee at annuabnference ananeeting to coordinate
activities and assignments for the next anncahference andneeting. Have
promotion kooth at annuakonference andneeting and present overview of
proposed conference at the business meeting.

Meet with Local Arrangements Committé® start committee work in earnest.
Disseminate and/or post the Call for Papers and put requeShitonick.

Initiate solicitation of exhibitors.

Start contracting: special events, such as entertainmeatyworking reception,
openingevening reception, etc.

Finalize all transportation contracts with airlines and rental cars.

Contact AAAE UCEAand other state associations within in meeting location
to request their mail lists.

Meet with the Program Committee to select main speakers and finalize
concurrent sessions and program activities in coordination wittal
Arrangementsactivities and projected budget line items.

Continue solicitation of exhibitors.

S

R



May

June

July

August

September

October/November

JanuaryMarch
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meeting.
Complete final copy of the annuabnference andneeting program document.

Firstrelease of the program document, including registration and hotel/travel
information.

Followup marketing activities.

Followup marketing activities.

Confirm AV needs.

Review hotel arrangements re menus, meeting rooms, and room bloc.

Review arangements for special and optional events. Review registration
procedures and staffing.

Review signage and AV requests.
Followup marketing activities.

Finalize registration arrangements, conference packets, AV, head table and
meeting room sed, etc.

Show Time!
Manage conference activities and events.
Fiscal closeout.

Send final report to home office.



APPENDIX D

ANNUAL CONFERENCE AND MEETING BUDGET FORMAT
This section will be updated after the 2009 Annual Conference and Meeting

Past Annual Conference and Meeting Statistics

Annual Meeting Hotel Attendance

2008 Nashville Gaylord Opryland Hotel and Resort 370

2007 Roanoke Hotel Roanoke 314

2006 bsAngeles Sheaton 235

2005 Madison Monona Terrace 206

2004 Newport Newport Marriott 307

2003 Charlottesville Omni Charlottesville 308

2002 Birmingham Sheraton Birmingham 317

2001 Vancouver Pan Pacific 207

2000 Myrtle Beach Wyndham Resort 327

Food ¢ 3 major events:  Sung Opening Reception

Mon - Luncheon
Tueg Banquet
Also, Sat¢ ASL reception
Sun¢ Program Committee luncheon

Accommodations

Day 1 Day 2 Day 3 Day 4 Day 5

65 165 250 250 150

Conference and Dining Schedule

Date Start Tine | End Time | Description User Setup Agr | Function

Saturday 8:00 am 5:00 pm Registration Local Arrangements | Registration 2 Registration

Saturday 8:00 am 4:00 pm Meeting ACHE Board of Hollow Square| 15 Meeting/Session
Directors

Saturday 8:00 am 4:00 pm Meeting Alpha Sigma Lambdg Hollow Square| 15 Meeting/Session

Saturday 12:00 pm | 1:00 pm Lunch ACHE Board of Hollow Square| 15 Lunch
Directors

Saturday 3:00 am 5:00 pm Meeting Leadership Institute | Hollow Square| 15 Meeting/Session

Saturday 4:30 pm 5:30 pm Meeting Program Committee | Hollow Square| 30 Meeting

Saturday 4:30 pm 5:30 pm Reception Alpha Sigma Lambdg Reception 80 Reception

Sunday 7:30 am 5:00 pm Registration Local Arrangements | Registration 2 Registration

Sunday 7:30 am 8:30 am Meeting ASL Chapr Classroom 25 Meeting/Session
/| 2dzy OAf 2 NJ

Sunday 9:00 am 10:30 am | Meeting Awards Committee | Hollow Square| 10 Meeting

Sunday 9:00 am 10:30 am | Meeting Budget & Finance Hollow Square| 10 Meeting
Committee

Sunday 9:00 am 10:30 am | Meeting MembershipDev/Svs | Hollow Square| 10 Meeting
Committee

Sunday 9:00 am 10:30 am | Meeting Publications Hollow Square| 10 Meeting
Committee

Sunday 9:00 am 10:30 am | Meeting Research Committee| Hollow Square| 10 Meeting

Sunday 10:30 am | 11:15am | Meeting 1°' Timers Welcome | Theater 75 Meeting/Session
Meeting

Sunday 11:00 am | 12:45 pm | Lunch/Meeting Program Committee | Hollow Square| 30 Lunch/Meeting

Sunday 11:30 am | 12:45 pm | Lunch Past Presidents Hollow Square| 15 Lunch




Sunday 1:00 pm 2:15 pm General Session Rounds of 10 | 280 | Geneal Session
Sunday 1:00 pm 5:00 pm Continuous Break Flow 280 | Break
Sunday 2:30 pm 3:45 pm Meeting Concurrent Sessions| Classroom 30 Meeting/Session
Sunday 2:30 pm 3:45 pm Meeting Concurrent Sessions| Classroom 30 Meeting/Session
Sunday 2:30 pm 3:45 pm Meeting Concurrent Sessions| Classroom 30 Meeting/Session
Sunday 2:30 pm 3:45 pm Meeting Concurrent Sessions| Classroom 30 Meeting/Session
Sunday 2:30 pm 3:45 pm Meeting Concurrent Sessions| Classroom 30 Meeting/Session
Sunday 2:30 pm 3:45 pm Meeting Concurent Sessions | Classroom 30 Meeting/Session
Sunday 2:30 pm 3:45 pm Meeting Concurrent Sessions| Classroom 30 Meeting/Session
Sunday 2:30 pm 3:45 pm Meeting Concurrent Sessions| Classroom 30 Meeting/Session
Sunday 2:30 pm 3:45 pm Meeting Concurrent Sessions| Classroom 30 Meeting/Session
Sunday 11:00 am | 1:00 pm | Exhibit Setup ¢l ofSidz 20 Setup
Sunday 4:00 pm 5:30 pm Meeting Region 1 Classroom 30 Meeting/Session
Sunday 4:00 pm 5:30 pm Meeting Region 2 Classroom 25 Meeting/Session
Sunday 4:00 pm 5:30 pn Meeting Region 3 Classroom 25 Meeting/Session
Sunday 4:00 pm 5:30 pm Meeting Region 4 Classroom 30 Meeting/Session
Sunday 4:00 pm 5:30 pm Meeting Region 5 Classroom 30 Meeting/Session
Sunday 4:00 pm 5:30 pm Meeting Region 6 Classroom 30 Meeting/Sessin
Sunday 4:00 pm 5:30 pm Meeting Region 7 Classroom 75 Meeting/Session
Sunday 4:00 pm 5:30 pm Meeting Region 8 Classroom 30 Meeting/Session
Sunday 4:00 pm 5:30 pm Meeting Region 9 Classroom 10 Meeting/Session
Sunday 4:00 pm 5:30 pm Meeting Region 10 Chssroom 10 Meeting/Session
Sunday 4:00 pm 5:30 pm Meeting Region 11 Classroom 10 Meeting/Session
*Sunday 6:30 pm 10:00 pm | Reception/Dinner Rounds of 10 | 280 | Dinner
- | I
Monday 7:30 am 5:00 pm Registration Local Arrangements | Registration 2 Registratbn
Monday 7:30 am 5:00 pm Continuous Break Flow 280 | Break
Monday 7:30am | 5:00 pm | Exhibits ¢ of Sid2 20 | Tabletop Exhibits
Monday 8:00 am 9:00 pm Meeting Accelerated Degree | Hollow Square| 30 Meeting/Session
Prog. Network
Monday 8:00 am 9:00 pm Meeting Community/2 Yr Hollow Square| 30 Meeting/Session
College Network
Monday 8:00 am 9:00 pm Meeting Corporate Learning | Hollow Square| 30 Meeting/Session
Network
Monday 8:00 am 9:00 pm Meeting Instructional Tech & | Hollow Square| 30 Meeting/Session
DL Network
Monday 8:00 am 9:00 pm Meeting ICHE Network Hollow Square| 30 Meeting/Session
Monday 8:00 am 9:00 pm Meeting Marketing Network | Hollow Square| 30 Meeting/Session
Monday 8:00 am 9:00 pm Meeting Minority Affairs Hollow Square| 30 Meeting/Session
Network
Monday 8:00 am 9:00 pm Meeting OAL Network Hollow Square| 30 Meeting/Session
Monday 8:00 am 9:00 pm Meeting PD Network Hollow Square| 30 Meeting/Session
Monday 8:00 am 9:00 pm Meeting Faculty Best Practice| Hollow Square| 30 Meeting/Session
Network
Monday 8:00 am 9:00 pm Meeting Institution Hollow Square| 30 Meeting/Session
Community Network
Monday 8:00 am 9:00 pm Meeting ValueAdd Network | Hollow Square| 30 Meeting/Session
Monday 9:00 am 10:15 pm | General Session Rounds of 10 | 280 | General Session
Monday 10:45am | 11:45 pm | Meeting Business Meeting Classroom 280 | Meeting/Session
Monday 12:00 am | 1:45 pm Lunch Rounds of 10 | 30 Lunch
Monday 2:00 pm 3:15 pm Meeting Concurrent Sessions| Classroom 30 Meeting/Session
3:30 pm 4:45 pm
Monday 2:00 pm 4:45 pm Meeting Concurent Sessions | Classroom 30 Meeting/Session
Monday 2:00 pm 4:45 pm Meeting Concurrent Sessions| Classroom 30 Meeting/Session
Monday 2:00 pm 4:45 pm Meeting Concurrent Sessions| Classroom 30 Meeting/Session
Monday 2:00 pm 4:45 pm Meeting Concurrent Sessions| Classroom 30 Meeting/Session
Monday 2:00 pm 4:45 pm Meeting Concurrent Sessions| Classroom 30 Meeting/Session
Monday 2:00 pm 4:45 pm Meeting Concurrent Sessions| Classroom 30 Meeting/Session
Monday 2:00 pm 4:45 pm Meeting Concurrent Sessions| Classroom 30 Meeting/Session
Monday 2:00 pm 4:45 pm Meeting Concurrent Sessions| Classroom 30 Meeting/Session
Tuesday 7:30 am 5:00 pm Registration Local Arrangements | Registration 2 Registration
Tuesday 8:45 am 10:00 am | General Session Rounds of 10 | 280 | Geneal Session
Tuesday 9:00am | 4:00 pm | Exhibits ¢of Sz 20 Tabletop Exhibits
Tuesday 10:30 am | 12:30 pm | Meeting Workshops Classroom 30 Meeting/Session
2:00 pm 3:15 pm Focus Sessions
3:30 4:30 pm Concurrent Sessions




Tuesday 10:45 am | 4:30pm Meeting Workshops Classroom 30 Meeting/Session
Tuesday 10:45am | 4:30 pm Meeting Workshops Classroom 30 Meeting/Session
Tuesday 10:45am | 4:30 pm Meeting Workshops Classroom 30 Meeting/Session
Tuesday 10:45am | 4:30 pm Meeting Workshops Classroom 30 Meeting/Session
Tuesday 10:45am | 4:30 pm Meeting Workshops Classroom 30 Meeting/Session
Tuesday 10:45am | 4:30 pm Meeting Workshops Classroom 30 Meeting/Session
Tuesday 10:45am | 4:30 pm Meeting Workshops Classroom 30 Meeting/Session
Tuesday 4:15 am 5:15 pm Meeting Pragram Committee | Classroom 30 Meeting/Session
Tuesday 4:00 pm | 5:00 pm | Exhibits ¢l of Siz 20 Teardown
Tuesday ‘ 6:30 pm 10:00 pm ‘ Reception/Dinner ‘ Rounds of 10 | 180 | Dinner
- -
Wednesday | 8:00 am 12:00 pm | Meeting ACHE Board of Hollow Square| 15 Meeting/Session
Directors

*Dinner may be off property



Guidelines for marketing materials, registration form and conference program

Reminders:

Registration form
e Cancellation clausef used
e Day rate, if appropriate
e ADA clause: The registration form should include a space whereby a disabled person
Oy NBIdzSaid GKS aNBlFazyrotS O0O02YY2RI(GA2yaé NB
Program
¢ Include Committee/Network Meeting schedule
o Keynote presentations include content, not only bio.
¢ If not produce by home office, prograshould be proofed by theome officebefore
going to press
e {SS aSOGA2y GOKSO| Iff OGKIFG FLLX 2¢O [Aald akKz2d
FirstTimer, Presenter, Guest
Marketing Materials
e ACHE logo should be propetsed.
e .S OFINBFdzZ 2F SFINIeé NBIA&AGNIGA2Y RIFEGSa yR K2

* This schedule iecommended
a) Full refund if request is received three days prior to Sunday of the Annual Conference and
Meeting.
b) 80% after a) and until Sundaythe Annual Conference and Meeting.
¢) No refund after Sunday of the Annual Conference and Meeting.



APPENDIX E

HOTEL CONTRACT

The ACHE President is responsible for securing host institutions and sites forafutuadconference
andmeetingsfor their presidential year Once the Board has accepted and appraediocation the
contract for the hotel is signed by thexecutive Vice President.

While the ACHE Board of Directors has not limited itself to a p&atiormat or specifications for hotel
arrangements associated with the Ann@dnference andleeting, this appendix provides general
expectations for such arrangements as follows:

1)  The hotel contract will be an agreement between tssociatiorand thehotel, subject to the
approval of the ACHEXxecutive Vice President.

2)  ACHE, given the number of room nights generated by the Ar@miaflerence anleeting, does
not pay for any meeting space associated with the AnQaaiference andleeting. Subjecto
release by the Chair of Local Arrangemetiis,hotel should reservall meeting space for ACHE
use during the period of the Annu@bnference andleeting.

3)  The hotel will receive room reservations directly from those attending the meeting andlfurni
ACHE with counts as requested.



APPENDIX F

HOME OFFICE

The Executive Vice President and the Home Office staff are partners in the success of the Annual
Conference andleeting. Ingeneral, the business of ACHE is the responsibility of the Home Office.
Listed below are items attended to by the Home Office:

All agendas

Seating at head tables at luncheon and awards banquet

Coordination of awardsBooklets, awards, certificatesic.

Arrangements for Board meetings

Arrangements for special meetingsof Board t I & it NB & &ril Seyich&endefstdpy OK S 2 v



