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The Policy on Meetings and Conferences has been formulated to assist the voluntary efforts of EERI members in organizing meetings and conferences. This policy allows members to achieve high quality in the technical conferences that they organize, EERI to maintain its leadership role as the key technical society in earthquake engineering, and the EERI Board of Directors (BOD) to exercise control over EERI's financial commitments.  It is expected that the Local Organizing Committees (LOC) for meetings and conferences, where EERI is the primary support organization, will adopt this policy.  In this policy statement, the term "Conference" refers to the National Conference on Earthquake Engineering. 
MANAGEMENT -- It is a goal of EERI's members, Board of Directors, and staff to conduct conferences in a way that benefits the technical community and contributes to progress in earthquake engineering and related fields. After the BOD and the LOC have agreed on the focus and direction of a conference, the LOC has the responsibility for managing the direction and details of the conference.  To maintain good communications, the LOC should inform the EERI Executive Director about organizational and financial issues. The Executive Director will report to the Board of Directors any changes affecting finances. 

1. FINANCES -- A budget for the Conference should be prepared jointly by the EERI Staff, the Secretary/Treasurer and the LOC at the start of Conference planning, and must be approved by the BOD.  Funds for the Conference will be handled through EERI’s office, bank accounts, and accounting system.

2. PUBLICATIONS -- The LOC may choose to design and produce all formal publicity, program materials, and proceedings or may assign this to EERI staff.  In the former case, all materials should be reviewed by the Executive Director prior to printing and distribution.  To achieve uniform standards of presentation and image, all official publications associated with the Conference, including announcements, programs, registration forms, and manuscript requirements, will be reviewed by the EERI Executive Director prior to publication.

3. USE OF EERI STAFF TIME -- EERI staff who help with organizational matters for the Conference will have their time and effort incorporated into the Conference budget.

SPECIFIC POLICY ITEMS

MANAGEMENT

Local Organizing Committee Responsibilities

1. The LOC will propose the focus and theme for a conference and agree on it with the BOD. To achieve the Conference goals, the LOC will establish a steering committee and subcommittees and define roles, responsibilities, and schedules.

2. The LOC will prepare proposals for outside funding when necessary and submit these through the EERI office. (See below: The Executive Director serves as Principal Investigator on all EERI proposals.)

3. The LOC will define and administer the technical program, related field trips and ancillary programs; it will identify and contact all session moderators, paper authors, and other presenters.

4. The LOC will establish and carry out a peer review for abstracts and papers as appropriate.

5. The LOC will provide periodic status reports to the BOD on conference activities.

6. The LOC should designate someone, at the outset, who will prepare a brief record of decisions/actions at each meeting of the LOC. These notes shall be distributed to the members of the LOC and the EERI office prior to the next meeting.

7. The LOC will invite the Executive Director to the first meeting of the LOC to enable the Executive Director to provide background information, discuss the respective responsibilities of the LOC, the Board, and the EERI Staff as outlined in these Guidelines, and provide assistance in the development of the budget.

8. At the conclusion of a conference the LOC will prepare a summary report of the Conference planning process and provide this to EERI to assist future conference planning efforts.

9. The Executive Director shall be treated as an ex officio member of the LOC and included in scheduling future planning meetings.

EERI Staff and Board of Directors Responsibilities
1. The BOD will review and approve the focus and theme of the Conference, as submitted by the LOC, as part of the EERI commitment to the Conference.

2. The Executive Director will act as a resource to and serve as an ex officio member of the LOC.  The Executive Director will attend some planning meetings, especially during important decision-making periods.

3. The Executive Director will review and sign all contracts on behalf of EERI and will serve as Principal Investigator on all grant proposals.

4. With advice from the LOC, the Executive Director will select the city and venue for the Conference and negotiate a contract with a facility that accommodates the technical and social aspects of the program, as determined by the LOC.

5. The Executive Director will, on behalf of EERI, pay all Conference expenses that are approved by the LOC within the Conference budget.

6. The Executive Director will assist the LOC in keeping the membership informed of Conference dates, planning activities, deadlines, and other logistical information.

FINANCES

Local Organizing Committee Responsibilities

1. At the outset of Conference planning, the LOC will work with the Secretary/Treasurer and the EERI staff to prepare a Conference budget for review and approval by the BOD.  The budget should include the functions for which EERI staff time is desired and include appropriate budget amounts, as estimated by the Executive Director, to cover those activities. 

2. It is currently the policy that all Conference attendees pay registration fees.  If the LOC wishes to waive or partially waive registration fees for designated members of the LOC and Technical Program Committee, this amount should be included as a line item in the budget.

3. The budget should include time and travel funds for the Executive Director to participate in periodic meetings of the LOC and for other staff services as agreed upon in the approved budget.

4. The budget will include travel funds to enable distant members of the LOC to meet with the full committee, as required.

5. The LOC shall seek approval from the Executive Director and/or the Secretary/Treasurer prior to engaging local administrative, clerical, or graphic design services.

6. The LOC should designate one individual to represent the LOC on financial matters.  This individual must review and approve in writing all conference expenses prior to submitting them to the Executive Director for payment.  

7. The LOC should consult with the Executive Director when considering actions that will affect the total conference budget.  If a budget surplus becomes apparent, the LOC may propose changes in the budget to the BOD to further the goals of the conference.

EERI Staff and Board of Directors Responsibilities

1. The BOD will review and approve the original budget developed by the LOC and the EERI staff.

2. The Secretary/Treasurer and Executive Director, who have ultimate responsibility for the budget, must review all requests for budget changes in a timely fashion.  If budget changes proposed by the LOC are not acceptable, the Secretary/Treasurer and Executive Director should work with the LOC to find a compromise that will achieve the goals of the Conference and protect the financial interests of EERI.

3. The Executive Director will estimate staff time and cost to carry out the services requested by the LOC.

4. All Conference revenues and expenses will be processed through EERI’s accounting system and bank account.  Prompt reimbursement will be made to the LOC to cover modest local expenses, as required.  

5. In the event that a budget deficit becomes apparent, the Secretary/Treasurer and the Executive Director will work with the LOC to find a solution by making necessary adjustments to the technical program, planned social activities, or venue.

PUBLICATIONS

Local Organizing Committee Responsibilities

1. All conference materials should include the EERI logo.

2. The LOC should carry out necessary communications with reviewers and paper authors to produce technical proceedings.

3. The LOC may choose to compile the proceedings or to assign the EERI staff to undertake this

       task.

4.   The LOC will consult with the Executive Director regarding the format of the proceedings, 

      i.e. paper, CD ROM, abstract volume/CD ROM combination, or other new technologies that 

      may be available to meet the needs of EERI members, libraries, and others. 

EERI Staff and Board Responsibilities

1. The Executive Director will review and approve all materials prior to printing.

2. EERI staff will prepare publications as requested by the LOC.

3. EERI staff will keep up-to-date program and registration information on the EERI web site. 

USE OF EERI STAFF TIME

Local Organizing Committee Responsibilities

At the start of Conference planning, the LOC should determine which of the following functions are to be performed by EERI’s staff: design and preparation of letterhead and publicity materials; compilation of proceedings; and management of the technical paper review process.

EERI Staff and Board of Directors' Responsibilities

1. EERI staff will handle all pre-conference and on-site registration and prepare registration materials with information provided by the LOC.

2. The Executive Director will direct all EERI staff services, as included in the approved Conference budget, and will report all actual costs incurred to the LOC on a monthly basis.

    (See attached timeline.) 
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