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WESTERN DISTRICT LAC Chair Duties

Roles and Responsibilities

The purpose of the District LAC Committee is to provide oversight, guidance, and historical relevance
to the Local Arrangement Committees (LACs) for the Western District Annual Meetings. The major
responsibilities of the District LAC Chair are outlined below:

Maintain LAC Manual and Historical Records

The District LAC Chair is tasked with maintaining the District’'s documents and historical records
pertaining to Annual Meetings which include the following.

e LAC Manual

¢ District Meeting Program schedule template
e Attendance and Budget Data

¢ Vendor Listing

¢ Sponsorship Listing

e Hotel Contracts

¢ LACreports for future LAC use

¢ Audio/Visual Road Map

¢ Annual Meeting Web Site Framework

¢ PDH and CM approach for LAC

The chair may elect to assign these duties to a designated committee member. In addition, the chair
is responsible for coordinating with the Webmaster to update LAC Manual information on the District
website.

Liaison with LACs for Western District Annual Meetings

The District LAC Chair serves as the primary liaison between the District and the LACs for the
individual District Annual Meetings. The chair’s responsibilities include the following:

¢ Reviewing hotel contracts and serving as a liaison to Helms Briscoe

e Assisting with space layout of LAC venues

e Reviewing budgets

¢ Assisting with collaboration efforts (LAC debrief, joint meetings, details of historical meeting
logistics)

¢ (Coordinating District events at the Annual Meeting such as the Traffic Bowls and Student/Young
Professional sessions

¢ Providing guidance on technical program ideas and keynote speakers

Liaison with Conference Direct

The District LAC Chair serves as the primary point of contact with Conference Direct. Conference
Direct is the consultant selected to assist the District with meeting site selection, hotel selection, and
hotel contract negotiations.
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District LAC Committee Oversight

Coordinate with and provide oversight for the members of the District LAC Committee including the
following:

LAC Webmaster: Tasked with maintaining and overseeing the LAC website for each Annual
Meeting.

Exhibit Coordinator: Tasked with preliminary exhibit layout and packet, as well as, maintaining
historical listing of exhibitors.

Sponsorship Coordinator: Tasked with creation and distribution of sponsorship packet, as well
as, maintaining historical listing of sponsor.

Technical Program Coordinator: Tasked with issuing the Call for Abstracts and general oversight
of the local LAC Technical Committee. In addition, responsible for ensuring that technical papers
and presentations are transferred to the District’s website.

Participation at District Board Meetings

The Western District Board holds two formal meetings each year. The Winter meeting is typically
held in late January or early February. The second meeting is held on the first day (Sunday) of the
Western District Annual Meeting, which is traditionally held in late June. The District LAC Chair shall
provide a written report to the Board prior to each meeting. The report should, at a minimum, detail
the activities of the Committee during the period since the previous Board meeting. The report is
provided to the President in advance of the meeting for inclusion in the handout materials. The Chair
is invited to attend these Board meetings to present the report.
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