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PURPOSE

The Conference and Meeting Production Subcommittee shall encourage professional
growth by providing training, networking, and educational information and providing
opportunities for state-employed women and our allies to develop as leaders,
professionals, and individuals at ICSEW events.

ICSEW Events include the Annual Leadership Conference, General Meetings and other
professional development activities. This policy is intended to provide guidance to the
Conference and Meeting Production subcommittee on the planning and execution of these
events.

SCOPE
This policy applies to the ICSEW Conference and Meeting Production subcommittee, the
subcommittee chair(s), and ICSEW members.

POLICY
The Conference and Meeting Production subcommittee shall:

e Research, develop, and share relevant information to assist members in
professional and personal development, networking opportunities, and ongoing
educational advancement.

o Reference Contracts and Purchasing 210 Policy or 210.1 Procedure
when purchasing refreshments for any event.

e Plan and coordinate the ICSEW leadership conference, including, but not limited
to, providing speakers, identifying relevant content, determining format and
location, and establishing the budget needs, in coordination with other relevant
subcommittees.

o Receive ongoing feedback from the executive board throughout the
planning process.
o Provide recommendations to the executive board for final approval.

¢ Plan and coordinate the ICSEW virtual and in-person General Meetings,
including, but not limited to, providing speakers, identifying relevant content,
determining format and location, and establishing the budget needs, in
coordination with other relevant subcommittees.

o Share intended agenda with board members at the board meetings and
receive feedback.

o Provide draft agenda to the executive leadership (chair, vice chair,
treasurer, and executive secretary) for final approval.
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e Coordinate with other subcommittees on the preparation and execution of the
leadership conference and general meetings:

o Communications subcommittee may oversee publications, marketing and
communications.

o Engagement subcommittee may:

= Capture the attendance of members at leadership conference and
general meetings.
» Determine available merchandise and prizes for giveaways.

o All subcommittees may help in coordinating and executing each event
including but not limited to providing tech, tabling, presenting, emceeing,
set up and tear down and attendee check in.

« Provide training materials and content related to conference and general
meetings (i.e., articles, newsletter, social media, and ICSEW website).

o Strengthen ICSEWSs relationships with other professional women’s
organizations and Business Resource Groups.

RELEVANT LAWS/RESOURCES

State Administrative and Accounting Manual

Per diem rates and maps issued by the Office of Financial Management
(www.ofm.wa.gov)

RCW 42.52 Ethics in Public Service

210.1 Contracts and Purchasing Procedure

210 Contracts and Purchasing Policy

220.1 Supply and Asset Management Procedure

220 Supply and Asset Management Policy

Revised Date: January 2025 Board Approved: January 2025 ICSEW Approved: February 2025
Policy No.: 400


http://www.ofm.wa.gov/

	PURPOSE
	SCOPE
	This policy applies to the ICSEW Conference and Meeting Production subcommittee, the subcommittee chair(s), and ICSEW members.
	POLICY

