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PURPOSE: The position of Education Conference Program Chair(s)is appointed bi-annually by the President of the Association. The Education Conference Program Committee is co-chaired with the President Elect. The Education Conference Program Chair(s) shall reside and have the majority of employment in the State of Illinois.  The term of office is for two years beginning October 1 of the year of Board of Director elections. 

A. The duties of the Education Conference Program Chair(s) include, but are not limited to the following:
1. Collects speaker materials that will be electronically distributed to all conference attendees. 
2. Develops the brochure and content with approval of the Board.  Distributes brochures and registration, electronically or mailing, as directed by the Board of Directors. Distribution should be not less than 90 days prior to conference date.
3. Confirms room reservations for Board members and speakers to the master account for the conference facility as soon as the conference facility is known and the master account is established.
4. Obtains conference presentation materials and hand-outs not less than 30 days prior to conference date.
5. In consultation with Board of Directors, confirms speaker assigned time slots, stipend, deadline for presentation materials, additional expenses, and lodging information. 
6. Contracts and confirms vendor space.  Coordinates with conference facility the shipping and set-up space for vendors.  Vendors shall not require a confirmation letter.
7. The Education Conference Program Chair(s) are responsible for monthly updates to the Board of Directors.

B. The Education Conference Chair(s) is an ex-officio capacity without voting rights per the IAMSS Bylaws.

C. The Education Conference Chair(s)  is expected to attend and participate in 75% of all Board of Directors meetings during each calendar year. 

D. NAMSS certification is preferred, but not required. 



