THE EERI ANNUAL MEETING

To achieve consistency and uniformity from year to year, the following guidelines, which supplement the Policy on Meetings and Conferences, will apply to the EERI Annual Meeting.


The following considerations should guide Annual Meeting planning:

1. The Annual Meeting has three primary purposes:

(a) to conduct the business of EERI, 

(b) to conduct committee meetings and committee business, and 

(c) to provide a forum for interdisciplinary exchange of technical ideas.

2. Programs that promote the discussion of new emerging trends in earthquake engineering and related fields should be encouraged.  Similarly, the presentation of relevant topics that become catalysts for interdisciplinary discussions are important.  The EERI Annual Meeting should not be planned only as a technical meeting involving presentations by a selected group of members.

3. The Annual Meeting is traditionally held in February and lasts two and one-half or three days, beginning on a Thursday morning and ending Saturday at noon or in the afternoon.  Committee meetings are traditionally scheduled for Friday and Saturday mornings. There should be an opportunity for Technical Committees to present forums during the two and one-half day program.

MANAGEMENT

Local Organizing Committee Responsibilities

1. The LOC will develop the technical program, luncheon and banquet presentations, and off-site activities (as desired), and submit this to the BOD for review and approval prior to speaker contact or publication. 

2. The LOC will be responsible for identifying and contacting all program participants including: keynote, luncheon, banquet and regular session speakers and moderators, and directing EERI staff to carry out the necessary written confirmations on their behalf, including any specific instructions they deem appropriate for speakers and session moderators.

3. The LOC will provide the EERI staff with the final technical program. 

4. The LOC will designate “junior” and “senior” coordinators for the Icebreaker Reception and develop a strategy to attract young professionals, students, and senior members to this opening night event.

5. The LOC will designate a subcommittee to review all non-student poster submissions and advise EERI staff to notify authors of their acceptance or rejection and display parameters.  The LOC will also coordinate with the Student Activities Committee as they review student poster submissions to ensure that all poster session participants receive consistent information.

6. After the conclusion of the Annual Meeting, the LOC shall provide input to the Board to improve future meetings, as appropriate.

EERI Staff and Board of Directors Responsibilities

1. The BOD will review the technical program and provide comments and recommendations to

     the LOC in a timely fashion.

2.  The BOD is responsible for planning and conducting the Annual Business Meeting and 

     Institute committee meetings.  

3.  The Executive Director and administrative staff will be responsible for locating the meeting

     facility and confirming meeting and reception space and related catering requirements with

     the hotel.  

4.  The Executive Director will communicate presentation guidelines to the Distinguished

     Lecturer, the student paper winner, and the FEMA graduate fellow.

5.  The EERI staff will communicate with committee chairs to schedule committee meetings.

7. The EERI staff will finalize materials and oversee production and distribution of the program and meeting notebook. 

8. The EERI staff will prepare and distribute all publicity, including the call for poster abstracts, announcement of the availability of student travel awards, and press releases.

9. The EERI staff will contact speakers to obtain their presentation abstracts, biographies, and A/V requirements and will transmit instructions to speakers and moderators developed by the LOC.  Upon receipt of materials, EERI staff will compile the Annual Meeting notebook for reproduction and arrange for A/V services as required.

10. The Executive Director, in consultation with the Student Activities Committee, will review student posters and issue travel grant awards.

11. The EERI staff will notify all poster session participants of parameters for presentation.

12. The EERI staff will arrange transportation for off-site activities organized by the LOC.

13. The EERI staff will handle all pre-meeting and on-site registration.

14. The EERI staff will arrange for students to assist with A/V during the program.

15. The EERI staff will notify Subscribing Members of their option to exhibit, coordinate their space and display requirements with the hotel, and invite them to the Subscribing Members Reception, as appropriate. 

16. The EERI staff will work with the Development Committee and hotel to arrange a special reception for major donors, as appropriate.

17. The EERI staff, in consultation with the LOC, will prepare letters of appreciation to speakers immediately after the meeting.

FINANCES

The Executive Director and the Secretary/Treasurer will develop the Annual Meeting budget.  All related accounting will be handled entirely from the EERI administrative offices.  

(See attached timeline.)
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