Conference on Instruction & Technology (CIT)
Addendum A – Host Campus Requirements


1. Availability preferably for the end of May/June (either the week prior to or immediately following the Memorial Day holiday).  

1. Presentation Rooms:  Seven classrooms that can accommodate concurrent sessions.  Minimum seating of 35.  Presentation rooms should be equipped with projection, audio, computer, or ability for presenter to use own laptop or tablet, and wireless Internet access.  

1. Parking:  Free parking should include an adequate number of handicapped parking spaces.  It is at the discretion of the host campus if specific lots should be identified in advance or if all lots are open to conference participants.  If parking passes or permits are required, the host campus agrees to provide these in advance of the conference to all conference participants.

1. Dining:  Capacity to handle up to 300 (overall) for meals.  All catering costs will be paid by the SUNY CPD once a final invoice has been provided by the host campus following the completion of the conference.

· Welcome Reception – (Tuesday 4-7pm) – location that can accommodate food stations and open networking.  
· Breakfast (Wed-Fri) and Lunch (Wed-Thurs) – Dining Hall preferred.
· FACT2 Lunch – Wednesday (approx. 60-70 attendees) – will need separate room that has projection capability. 
· Wednesday and Thursday dinners plus Dessert Reception – dinner should be close to vendor exhibit set-ups.  Dessert Reception w/coffee and bar should be set up in vendor exhibit area.  

1. Workshops/Demos – Computer Labs: (Preferred but not Required) for pre-conference workshops on Tuesday (3-4 labs); Hands-on demos – held during concurrent sessions each day (1 lab).

1. Hall / Theater / Auditorium:   This should have a capacity of 300.  This facility would require excellent projection, A/V support, Internet, and ability to stream/record or connect for live broadcast with Chancellor.

1. Vendor Area:  Large area to accommodate a minimum of 25 vendor exhibit booths (booths measure 8’ deep x 10’ wide) plus catering set-ups.

1. Staffing Resources:

· Host Campus Liaison:  This individual(s) will be the primary interface between the CIT Conference Director and host campus departments, such as housing, catering, parking, physical plant, security, and others as needed.  They would be responsible for reserving facilities for the conference and the CIT Planning Committee meeting held at the host campus.  Individual(s) would be responsible for assembling/coordinating an internal planning committee that includes key individuals from the various host campus departments.

· Technical Liaison:  Individual(s) to serve as the Technical Liaison and to serve on the CIT Planning Committee.  This individual(s) would be the primary interface between the Conference Director and campus departments providing technical services for the conference such as Academic Computing, A/V Services, Networking Services, and Telecommunications.  Individual would work with the Conference Director to determine rooms and labs used for conference sessions based on the technical needs of each presentation and the technology available in each room/lab.

· Faculty/Staff:  Provide additional faculty/staff to assist with the planning process and during the conference.

· Staff/Student Support:  Provide staff and/or student support the week of the conference to assist with the various activities of the conference (check-in, technical support, directional assistance, housing check-in, etc.)	

· Financials:  The host campus will receive $10,000 to offset costs incurred that include student conference assistants, technical support in preparation of and during the conference; directional signs on campus (outside and inside), including session room signs.  At the conclusion of the conference, documentation of campus costs paid from the Host campus funding, must be provided to the SUNY CPD.
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