INARS Conference Committee Policies and Procedures
Composition:

1. The Conference Committee shall consist of a Chairperson who attends INARS Board meetings and is a voting member of the Board.

2. There may be Co-chairpersons. Only one co-chairperson at a time will attend INARS Board meetings as continuity is ideal. The other co-chair may attend as an alternate if necessary ( i.e. the co-chair who regularly attends the INARS Board meeting will be unavailable).
3. The committee shall consist of a recommended minimum of five INARS members.  In addition, non-CRS individuals who may possess needed skills and abilities may be appointed.
4. Members of the committee may be volunteers or may be selected by the Conference Committee chairperson.  Any volunteers shall be screened to determine their interest and commitment.

Policies:

1. Work in collaboration with the Rubenfeld Synergy Training Institute to determine Graduate Training to be offered at the conference by members of INARS and experts who may be non-synergists.
2.  Workshop presenters, who are not presenting under the purview of RSTI, will be synergists who volunteer their time and are current members of INARS.
3. Workshops at the INARS Conference will be assigned CEU credits that will be granted by the Certification Maintenance Committee

4. Workshop presenters will also be eligible for CEU credits.
5. Any contracts for any venues must be voted upon for approval by the Board of Directors. Contracts will be signed by the INARS President and sent by the due date to the venue manager.

6. A refund policy for the conference is to be in effect and to be stated in the brochure/ online brochure.
7. Develop and submit an annual Conference budget to the Finance Committee.

8. Annually review policies and procedures and revise as necessary.

Procedures:

Conference Venue

1. It is recommended that the location/venue for the next year’s conference be determined and voted on by the INARS Board one year in advance.  If possible, announce the location and dates at the current conference.

2. Directions for travel to venue to be made available online and/or in a confirmation of registration email

3. Signage:  ensure that signage at venue is clear.  

4. Make a schedule available to attendees or have it posted.

Conference Profit and Loss Statement

1. The Conference Committee Chairperson will submit a projected Profit and Loss statement to the Board to show viability of the conference.
2. Any receipts for out of pocket expenses to be submitted to the INARS treasurer or finance committee representative within 7 days post conference.

3. A final Profit and Loss statement will be submitted to the INARS Board within 21 days post conference.

Committee Chairs or Co-Chairs

1. The President of INARS, along with the Executive Council and the INARS Executive Committee, will determine the direction, the theme and key components of the schedule for the conference.
2. The conference chair or the designated co-chair will attend the monthly INARS Board meetings and provide the Board with monthly conference reports.

3. The committee chair or co-chairs will provide ongoing recognition of the achievements of committee members.

Conference Committee

1. The conference committee will meet monthly ( at a minimum) to plan the annual INARS conference. 
2. The roles of the committee members will be determined based on skills and needs of the conference.  Roles include, but are not limited to:

· Conference venue organizer and liaison

· Accommodations organizer

· Conference “bookkeeper”

· Registrar

· Workshop manager ( manages call for presenter proposals,  sending to Certification Maintenance Sub-Committee for CEU approval, and notifying presenters if their proposal has been accepted)
· Online brochure manager

· Special Events Co-ordinator

· Transportation Co-ordinator

· On site venue manager

3. The  conference schedule will be determined including:

· Meal times

· Pre-conference

· INARS Board Meeting

· Conference Opening

· Workshop days and times

· Keynote address

· Members meeting

· Saturday Night Event

· Education Fund Raiser

· Conference Closing

4. An evaluation form is to be distributed to conference participants to give feedback tot he Conference Committee.  The data from these forms will be collected and shared the INARS Board.

Workshops and Workshop Presenters

1. Work in collaboration with the Rubenfeld Synergy Training Institute to determine Graduate Training to be offered at the conference.

2. The “call for presenter proposals”  for workshops being offered for CEUs will be sent out by email no later than 7 months prior to the conference.  Guidelines for workshop proposals will be included.  Workshop proposals received by the specified deadline will be reviewed for appropriateness to the theme and to the community.

3. All proposals will be sent to the Certification Maintenance Sub-Committee Chair for approval for appropriateness and CEU approval.

4. All proposal writers will receive a response as to whether their proposal was accepted or not.

5. The conference committee will consider hiring non-Synergists from relevant fields to present at the conference.

6. Once workshop proposals have been selected, the venue manager will ask presenters for their bio, and workshop description as well as what equipment they may require.  This includes presenters for the pre-conference and any other RSTI presentations.  Equipment and room layout will be reconfirmed 1 month prior to the conference.

7. Equipment for workshops to be ordered by the venue manager, including tables and chairs, AV equipment, flip charts and massage tables. The venue manager will also receive and store any equipment and ensure set up for each presentation, as well as overseeing workshop/room assistants.
8. The Conference Committee is responsible for granting participants with a certificate noting their participation in workshops and the numbers of CEUs.

9. Post conference.  Thank you gifts/cards to be sent to presenters.

Conference Marketing

1. Announce conference dates and location via a-weber ( virtual assistant) or yahoo groups.

2. Ensure that conference details are included in all newsletters and e-newsletters.
3. Online brochure.  Get photos from previous year’s conference.  Ask for testimonials for conference attendees for online brochure. 

4.  Online brochure should go live at least 10 weeks prior to conference.

5. Announcements by email that online brochure is going live should be sent out one month prior,  (possibly one week before) and once online brochure goes live and again prior to a conference fee increase. 
6. A copy of the conference brochure will be mailed to CRS who do not have email.

Registration

1. Registrar to track conference registrations and workshop choices.  Co-ordinate with a Finance committee member who will be tracking payments.  Update co-chairs on a weekly basis.

2. If the registrar also needs to track accommodations, clear instructions for rooms and room assignments shall be posted. 
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