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I.  Purpose:  The primary purpose of establishing an officially appointed Convention Committee is to develop flexible guidelines and procedures for the selection of a convention host and location.  This helps to identify duties and responsibilities of the committee and the coordination requirements with the Associations Board of Directors.  In addition, the Convention Committee will be responsible for implementing changes to the AF Comm &ATC Convention Guide as required.

II. Authority:  Article VI: Executive Committee, Section 10 gives the Executive Director (ED) the authority to appoint special committees as required (as approved on September 24, 2005).

III. Convention Committee Composition.  The Executive Director will appoint two active Association Members to serve on the committee.  There will be no specific time limits to serve on the committee and members will serve at the pleasure of the Executive Director.  The Executive Director or the Vice Director, will normally be the Chairperson of the committee due to their overall duties and responsibilities stated in the Constitution and By Laws for the overall conduct of operations of the Association.    The following named individuals have been appointed and have agreed to serve on this committee.


+  Doug Donnell,  Executive Director  


+  Bob Akard


+  Hank Sauer
IV.  Duties and Responsibilities:  Because of the complexity of the overall process of selecting a site and host, evaluating different locations, negotiating contracts with hotels, events (dinning, tours, etc) and with other organizations such as honor/color guards, bands/DJ’s, etc., it is envisioned that the duties and responsibilities listed here will be a “Living Document.”  These duties are, but are not limited to the following: 


+ All Committee members must become familiar with the AF Comm &ATC Convention Guide.


+ Begin the process of identifying potential locations, hosts and helper’s at least 2 years prior to the convention.


+ Use the model Associations Hotel Contract and modify it as necessary as our requirements change, if we have more or less leverage when negotiating contracts and the experience of past conventions.  Perform reviews of all contracts associated with past conventions and use the best example for future years.


+ Follow the intent of the “Founders” and our By-Laws, to hold our annual conventions in the different sections of the country in order to encourage members to attend and to even out driving/travel distances to the sites over the years.  While this is often not possible, due to the high costs of some areas, inability of some locations to meet the minimum requirements contained in the Convention Guide, or not being able to identify a host and helpers to guarantee a successful convention.


+ Establish core dates for future conventions.  Every effort should be made to start the conventions on the last Thursday of September and end it on the following Sunday.  Considerations must be given to Religious Holidays (in particular, the Jewish High Holidays) during the proposed dates of the annual convention that would impact our members or if a significant monetary advantage exists for the dates/days to be altered. 


+ The Convention Committee will coordinate with the Associations Treasurer on the balances in the Executive Directors Fund (based on the $5.00 charge collected with the convention registration fee each year).  The Chair of the Committee is responsible for determining who, how many, how long and for what purpose, will committee members be authorized to travel using the ED funds involving the convention selection process.  Should insufficient funds be available in the ED Fund to support the committee, the ED will submit a proposal to the Board of Directors for the use of Funds out of the General Fund.  


+ In some cases, travel and per-diem may be necessary for committee members to support a selected host.  If the Host has opened an AF Comm &ATC Convention Bank account and has received advance operating funds from the  Treasurer, then a decision will be made to utilize specific convention/funds rather than the ED Fund.  The Committee will follow the procedures contained in the Financial Management Policy Committee Charter (FMPC).


+ The Convention Committee will be responsible for submitting appropriate expense reports to the AACS Treasurer for all approved trips.


* The Convention Committee is responsible for keeping the Convention Guide current and will task other committee members or other knowledgeable members as appropriate to assist if necessary.

+ Perform other duties as required.

V.  Any Committee member authorized to travel in support of Association Convention business will provide the Executive Director with a breakdown and estimate of travel/per-diem costs.  Mileage for personal auto’s will be reimbursed using the AF Comm &ATC mileage rate, (coordinate with the Treasurer), Daily Per-Diem (hotel and meals), will be based on the average cost of hotel room rates for the area being visited.  Meals per – day, should not exceed $30.  On travel days, $15 per-day is authorized for meals. Travel, mileage and per-diem rates should be reviewed by the Committee, on an annual basis and submit any recommendations for change, to the Board of Directors, for approval.
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