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The consensus among the authors of this document was reached to build the ‘Handbook’ that could become the guiding document for officers planning meetings that were more ambitious than a ‘normal’ Chapter technical presentation meeting in Southeastern Michigan Section.  
In essence, our intention was to mold the final document into a step-by-step instruction manual for Section event management.  

This Executive Committee element operates less as a self-contained committee, and more as a communications and facilitation network for coordinating the various talents and capabilities within the Section so as to enable them to function, in concert with each other, for a specific event.   
1.  INTRODUCTION

The function of this handbook is to provide officers and member volunteers of the Southeastern Michigan Section (SEM) with direct step-by-step guidance in the planning, functioning and operation of large events, such as Events, Symposia, Colloquia and Workshops or other meetings requiring long range planning.  
The Event Coordination Committee operates under the direction of the Committee Chair. 
The committee is composed of volunteers and members of the Section Executive Committee (Excom) officers, Committee Chairs, Directors, Chapter officers and other volunteers who fulfill specific committee functions.  Detailed descriptions of each position and its duties are contained in this document.  

Contents:

The remainder of this handbook consists of three main sections with the second two divided each into sub-sections:

1. Event Coordination Charter
1.1. Charter for the Event Coordination Committee
1.2. Advance Event Planning

1.3. Planning Calendar

2. Advance Planning

2.1. Spreadsheet Gant Charts (w/setup instructions)

2.2. Assignments: Officers and Volunteers

3. Event Execution

3.1. Events Matrix for Section Activities

3.2. Marketing and Advertizing Events

3.3. RACI Chart for Committee Duties

3.4. Spreadsheet based Gant Charts (Actions & Timing)

3.5. Support Documents
3.6. Typical Section Events Listing 
IEEE SEM ExCom Related Policy Annex:
A
Policy from BOD – speaker cut off date

B
Policy from BOD – registrations cut off date

1. Event Coordination Charter
1.1. Charter for the Event Coordination Committee
The purpose and scope of the Event Coordination Committee is to provide support for large or long range Section activities.  

In particular:  

· Long range planning of Section Level events to ensure coordinated activities and Section element cooperation.  

· Coordination of Section, Chapter and Student Branch planned activities to minimize ‘overlap’ and permit as much inter element interaction as possible.  

· Coordinate the planning and execution of the Section’s traditional spring and fall Section Conferences, 

· Conduct and/or support events, such as workshops and seminars on behalf of the Section, for example:

· Officer training workshops for the Section, Chapters and Student Branches, 

· Chapter and Branch sponsored seminars or workshops, 

· Student Branch S-PACS, 

· Section PACE workshops or tutorial classes
· Educational workshops and colloquia

· Educational seminars, tutorials and classes for members, 

· Professional enrichment events for Professional and Student Activities, 
· Events in support of Chapters wishing the Section’s assistance, 
(This may be considered training to ‘boot up’ the Chapter ExCom so that they can run their own events in future years.)  

· Other “events” for the section requiring logistical and organizational support.  

1.2. Advance Event Planning
1.2.1. A primary function of the Event Coordination will be advance planning for ‘regularly’ scheduled events, in particular, the Section Events.  

1.2.2. The Event Coordination Committee will encourage each of the major entities within the Section to provide schedule plans (Date / Location / Speaker(s) / Venue / etc.) for their events at least one year in advance.  

1.2.3. One year advance notice should allow sufficient time to adequately prepare and market all Section events, and minimize potential scheduling conflicts with other Section or Regional activities and minimize overlap with other technically related organizations. (ESD, SAE, WIE, GOLD, etc.)  

1.2.4. Planning Calendar:  

· A major planning tool of the Event Coordination Committee is the planning calendar.  This calendar is maintained on the Section website for the benefit of all members of the Section and kept up to date by the Section Webmaster.  

· The prime function of the Section Planning Calendar is its listing of all known Section events as soon as they are scheduled.  This allows long range planning of Section activities with sufficient advance notice to avoid conflicts in scheduling of meetings of interest to more than one group, and possible conflicts in facilities and sponsor commitments.  

· Note: Given the large diversity of cultures in our Section, special attention should be paid to religious holidays to be sure we don’t schedule something significant on top of a religious observance by a large contingent of our membership.  

Example Planning Calendar:

<<>>  to be replaced by a screen shot of the web calendar.  
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2. Advance Planning
2.1. Spreadsheet Gant Charts (w/setup instructions)
2.1.1. Spreadsheet Gant Chart:

· The Gant spreadsheet helps organize each specific event elements into a calendar format.  
(Notice our agreement with Dr. Wittwer for the use of his software :) 

2.1.2. Preparing the Spreadsheet:

2.1.2.1. The spreadsheet is prepared for the event by opening the document and selecting the tab titled “Meeting Schedule” and entering the event date in the left column in line with the yellow highlighted “Meeting” an the date before the meeting on the line below.  

2.1.2.2. Use the “Auto Fill” function in excel to drag down the rest of the dates into the spreadsheet to fill in all the dates to the beginning of the schedule.  Do the same to the end of the schedule after the meeting.  

2.1.2.3. Copy the entire workbook into the tab titled “Minimum Schedule” and edit out most of the unused dates.  Leave enough for clarity and spacing between listed actions.  

2.1.2.4. The spreadsheet is now ready to use.  

2.1.2.5. A help through out the schedule is to “Highlight” the dates that pass with light gray to easily distinguish those actions that are due, or past due.  

2.1.2.6. If any action is “past due” and has not yet been completed, change it’s “Font” color to RED.  This makes it easier to keep track of any items that have ‘slipped’ in the schedule so that special attention may be directed to them and ensure completion.  
2.2. Assignments: Officers and Volunteers
2.2.1. Chair of the Event Coordination Committee:  
· The Chair of the Event Coordination Committee reports to the Chair of the Section.  

· The Committee Chair will organize and guide the efforts of the Event Coordination Committee. 

· The Committee Chair will maintain and regularly update the Section Planning Calendar by periodic contact with the Technical Coordinators of each Section Chapter, Branch and Affinity Group.  

· Prior to each major Section meeting or activity, the Chair will direct the Section Treasurer to prepare, or review, the budget for the event.  

· Arrange for announcements and/or advertisements about the meeting to be submitted to the Section Newsletter “Wavelengths” and to the Section Web Site in cooperation with the Communications Committee’s Newsletter Editor and Web Site Manager.  
· Coordinate the activities of the Event Coordination Committee as it prepares for the meeting or event.  

· Report to the Section Executive Committee on preparations before the meeting occurs.  
· Report to the Section Executive Committee on results after the meeting is concluded.  

· Arrange for a summary article to be submitted to the Section Newsletter “Wavelengths” and to the Section Web Site in cooperation with the Section Editor/Web Site Manager after the events has concluded.  

· Update the “Event Coordination Committee Handbook” as needed and as improvements in the operation of the committee are deemed appropriate.  

2.2.2. Committee Recording Secretary

· It is recommended that the Committee Chair appoint a recording secretary so that all meetings are properly recorded and the records stored.  

· If another volunteer is not available, this duty will fall to the Section Secretary or Assistant Secretary.  

2.2.3. Treasurer/Registrar

· The preparation of the budget is the duty of the committee Vice-Chair, assisted by the Section Treasurer.  

· The Section Treasurer may also serve as the Registrar at major Section activities.  
· Handle all aspects of registration: including mail and electronic registrations.  
· Print name tags, with meal selection on the tag.  
· Provide extra meal identification slips to place beside each plate.  
· Supervise registration at the actual event.  
· It is recommended that the Section Treasurer review all Section affiliated event, workshop and meeting budgets to advise the planners of any possible financial problems.  
2.2.4. Technical Activities Chair
· The Technical Activities Chair and his Technical Coordinators are responsible for development of the details of the technical program.  

· Identification of appropriate ‘Keynote’ speakers.  

· Coordination of additional speakers, where appropriate.  

2.2.5. Professional Activities Chair
· Assists the Committee Vice-Chair by coordinating PACE activities for the Section membership.  

· Solicit sponsors for Student Tables, Vendors & Patrons.  

· Register sponsors on web site.  

· Write PACE related articles for Wavelengths.  

2.2.6. Student Activities Chair 

· Coordinates Student Branch activities.  

· Assist in finding Student Track Speakers.  

· Insure speakers and guests are registered through the on-line.  

· Ensure that all students are registered through the on-line form.  

· Insure “Events” are entered into Student Branch web sites.  

· Inform Student Branches of meeting and speaker.  

· Inform Student Branches members of meetings and meeting results via newsletter articles.  

· Assign students to registration desk and train in their duties.  

· Instruct students in guiding members to meeting rooms; ensure they fulfill their tasks.  

2.2.7. Assistant Event Coordination Director 

· Execute “Chapter Chairs Packet” at the meeting.  

· Direct the placement of signs for drivers near the streets.  

· Instruct the photographer in duties and oversee that function.  

· Ensure that speakers are registered through the on-line form.  

· Provide articles on student activities for wavelengths.  

2.2.8. Director of Educational Activities 

· Plans and coordinates educational activities for the Section.  

· Works with the Director of Member Services to conduct member surveys to determine member interest and needs for educational events.  

· Coordinates educational activities with the Region.  

· Maintains contact and cooperates with the Educational Activity Board.  

2.2.9. Director of Member Activities 

· Secure a suitable membership ‘table’ for recruitment at the event  

· Ensure that the membership ‘table’ is manned during registration and the ‘social’ period of the event.  

· Dispense membership information and encourage volunteers to join IEEE.  

2.2.10. Director of Marketing Activities 

· Marketing Strategies (IEEE and Non-IEEE)
· Marketing Materials

· Program Book Planning

· Poster Planning

· Exhibits at prior events

· Publicity Flyers

· Speaker Publicity Materials

· Speaker Evaluation Forms

2.2.11. Section Past Chair (Awards Chairman) 

· Register award recipients and guests on web site.  

· Ensure a “Reserved” table for recipients and guests

· Inform recipients and guests of the location of the reserved table

· Escort recipients and guests to the reserved table

2.2.12. Wavelengths Editor 

· Publish a registration link – direct to the on-line registration form.

· Ensure that published registration form ‘matches’ the on-line form.  

2.2.13. Section Web Master 

· Post a registration link – direct to the on-line registration form.  

· Maintain a data display page that reflects current registration summary information.  

· Update registration options as deadline approach.  

· Collect registration data and transfer to treasurer.  

2.2.14. Chapter Officers 

· Select chapter speakers / Program a minimum of two months before the meeting.  

· Enter “Event” into the Chapter web site.  

· Inform chapter members of meeting and speaker via web page.  

· Alert chapter members of meetings and meeting results via Wavelengths articles.  

· Alert chapter members of meeting and speaker via e-mail lists.  

· Register speakers and guests on-line.  

· Execute “Chapter Chairs Packet” at the meeting.  

2.2.15. Student Branch Officers 

· Assist the Director of Student Activities to select Student Branch speakers a minimum of two months before the meeting.  

· Enter “Event” into web site.  

· Inform your Student Branch members of meeting and speaker.  

· Assist Director of Student Activities in selecting reliable volunteers.  

2.2.16. Meeting Locations Host/Liaison 

· In the event a new location for meeting is required, the following steps should take planners through the process of negotiating the proper relationship with the location host:  

· Work with the CC- Director to coordinate on-site meeting elements.  

· Work with Director of Professional Activities to provide suitable vendor tables.  

· Secure meeting and banquet facilities and coordinate through the evening of the meeting.  

· Develop the menu for the function.  

· Provide a ‘final’ meal count to the caterer 2.5 days before the function.  

· Work with the Director of Technical Activities to:

· Arrange for the number of chapter meeting rooms required. 

· Arrange for sufficient audio / visual equipment to provide for meetings.  

· Obtain head count 48 hours in advance of the meeting. 

· Create direction signs meeting rooms and post by 15:00hrs of the meeting day.  

· Verify room signs, setups and equipment by 16:00hrs of the meeting day.  

· Admit support staff (student helpers) by 16:00hrs.  

· Post main guidance sign in the main isle by 17:00hrs (doors opening time).  

· Work with the Director of Professional Activities to:

· Determine vendor tables count 48 hours in advance of the meeting.  

· Work with the Director of Student Activities to:

· Create driving direction signs and have posted by noon of the meeting day.  

· Secure menu options for banquet.

3. Event Execution

3.1. Events Matrix for Section Activities

3.2. Marketing and Advertizing Events 
3.3. RACI Chart for Committee Communications
RACI charts are used to coordinate the activities of officer functions at all levels and ensure that nothing is left to chance during the process.  

3.3.1. The diagram below is representative section from the “Responsibilities, Approval, Consult, Inform” (RACI) matrix.  This document provides a diagram showing the linkages between the major contributors to the meeting plan and their linked activities.  
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The actual spreadsheet is located in the appropriate area of the on-line community.  
3.3.2. The  as a “Committee of the Whole” should update this matrix when significant improvements in committee activities can be achieved by a realignment of duties and responsibilities.  
3.4. Spreadsheet Gant Charts (Follow Up Actions)

3.4.1. The spreadsheet is constructed so that each line of the workbook represents one action in the planning schedule of the committee.  The timing between each listed committee function has been determined by the previous committees to be an acceptable “lead time” needed to ensure that no other dependent function is delayed until it is “crunch time” before the meeting.  An example section of the Gant Chart is shown below:
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Project Lead:



WBS Tasks

Task

Lead

Start End

Duration (Days)

% Complete

Days Complete

Days Remaining

1

Pre-Event Planning

Event Chair's Name

Sun 3/06/11

Tue 10/11/11

219 0% 0 219

1.1

Committee Assignments

Name

Sun 3/06/11 Sun 3/13/11 7 0% 0 7

1.1.1

Assign Task Leads

Name

Sun 3/06/11 Sun 3/13/11 7 0% 0 7

1.2

Budget Planning

Name

Sun 3/13/11 Sun 3/27/11 14 0% 0 14

1.2.1

Estimate Expenses

Sun 3/13/11 Sun 3/20/11 7 0% 0 7

1.2.2

Attendee Fees

Sun 3/13/11 Sun 3/20/11 7 0% 0 7

1.2.3

ExCom Approval

Sun 3/20/11 Sun 3/27/11 7 0% 0 7

1.3

Venue Planning

Name

Mon 3/28/11 Fri 6/10/11 74 0% 0 74

1.3.1

Location Reservation

Mon 3/28/11 Mon 4/11/11 14 0% 0 14

1.3.2

Facility Attributes

Mon 3/28/11 Mon 4/11/11 14 0% 0 14

1.3.2.1

Presentation Rooms

Mon 3/28/11 Mon 4/11/11 14 0% 0 14

1.3.2.2

A/V Requirements

Mon 3/28/11 Mon 4/11/11 14 0% 0 14

1.3.2.3

Catering

Mon 3/28/11 Mon 4/11/11 14 0% 0 14

1.3.2.4

Exhibitor Space

`

Mon 3/28/11 Mon 4/11/11 14 0% 0 14

1.3.3

Additional Capabilities

Mon 4/11/11 Fri 6/10/11 60 0% 0 60

1.4

Speaker Planning

Name

Mon 3/28/11 Thu 10/06/11 192 0% 0 192

4/7/2011 (Thursday)

7/19/2011

10/11/2011 (Tuesday)

3/6/2011 (Sunday)

05 - Mar - 11 12 - Mar - 11 19 - Mar - 11

Event Chair's Name

26 - Mar - 11

02 - Apr - 11 09 - Apr - 11 16 - Apr - 11 23 - Apr - 11 30 - Apr - 11

07 - May - 11 14 - May - 11 21 - May - 11 28 - May - 11

04 - Jun - 11 11 - Jun - 11 18 - Jun - 11 25 - Jun - 11

02 - Jul - 11 09 - Jul - 11 16 - Jul - 11 23 - Jul - 11 30 - Jul - 11

06 - Aug - 11


3.5. Support Documents 

3.5.1. The following is a list of documents that have been prepared to assist the committee members to fulfill assigned duties for the Event Coordination Committee.  
3.5.2. This listing is divided into three types of documents: Guidance, Templates and Web Based.  All documents are in electronic format.  

3.5.3. Document Templates are those which exist on individual PC’s, Laptop computers, or as printed documents to assist in the creation of new documents appropriate to the event at hand.  

3.5.4. Web Based documents are intended to reside on the Section Web Site and provide up to the minute information on the status of committee plans and activities.  These documents may be downloaded, or printed.  They are designed as web communications tools.  

3.5.5. Guidance Documents

· Event Coordination Committee Handbook (This document)

· Chapter Chair’s Packet Information

· Photographer’s Duties

· Student Helper Guidelines

· Inventory of Section Meeting Materials

3.5.6. Document Templates: 

· Meeting Spreadsheet

· Meeting Memorandum of Understanding (MOU), 

· Name Tags ‘Mail Merge’ Print Document

· Meeting Poster Template

· Meeting Program Template

· Registration Spreadsheet

3.5.7. WEB Documents:

· Registration Summary Status Report – Auto update once each day.  
· Registration Web Form
IEEE SEM ExCom Policy Annex:

Policy from BOD – speaker cut off date

· Chapters will present their confirmed speaker selections to the committee a minimum of two months before the meeting.  

· A chapter that fails to provide a speaker will be required to jointly sponsor with another chapter that has selected and confirmed a speaker.  

Policy from BOD – registrations cut off date

· Early registration for the meeting (with meal) will be terminated 14 days before the meeting date.  

· Registrations for the meeting (with meal) will be terminated 2.5 days before the meeting date.  After the cut off date, only technical presentation attendance registrations will be permitted.  
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