Conference on Instruction & Technology
Addendum B – CPD Responsibilities


Call for Presentations – All tasks associated with the creation and distribution to SUNY and non-SUNY campuses. 

Abstracts/Programming - All tasks associated with the submission, review, and scheduling of all abstracts.  It is helpful to have someone from the host campus who has knowledge of classrooms and labs to participate on this committee

Website – All tasks associated with the design and population of the conference website; working with the host campus liaison to obtain campus-related information such as description of the dorms that will be utilized for the conference, directions, activities in the area, and directions.

Online Registration – All tasks associated with the creation and management of the online registration system for all conference attendees and participating vendors.

Payments – All tasks associated with the collection and posting of payments for the conference registration, on-campus housing, workshops, vendors, and activities.

Catering – Conference director will work directly with campus catering or host campus liaison on menus, any separate lunch or dinner meetings, counts, special dietary requirements and food set-ups.

Vendors/Sponsors – vendor invitations and communications, work with host campus to determine best location for set-up and total number of booths that can be accommodated, contract with decorating company for pipe & drape and all communications with decorating company, obtaining raffle prizes from participating vendors.

Speakers – identifying and securing Keynote and Featured speakers, coordinating logistics, providing information, obtaining promotional items for websites, and working with speakers to obtain technical set-ups required.

Conference Publications – this includes all tasks associated with the design, editing and printing of the conference program.

Communications – this includes announcements to SUNY and non-SUNY campuses and organizations, registration reminders, confirmation letters to attendees, the set-up and population of the conference Attendee App.

Conference Materials – all purchasing and printing of conference materials.  

Planning Committee – establish an overall CIT Planning Committee to work with the host campus; establishing sub-committees, communicating responsibilities and due dates, setting meeting dates and facilitating and recording meetings.

Presenters – Notification to presenters, scheduling.

Facilitators – scheduling and communication with facilitators for sessions and workshops.

Signs – Signs for check-in area, Poster sessions, Special Events (Keynote, Provost, Chancellor, Conference sponsors, FACT2, entertainment)

Reporting – Generate and provide reports to the host campus on: Conference schedule (rooms, presenters), technical requirements for all conference workshops, demos, and sessions), catering counts, special dietary requirements, housing manifest.

Conference Check-in – manage set-ups and assembly of conference materials; oversee check-in process; provide attendees and vendor badges; on-site management throughout conference.

Evaluations – Create online sessions and overall conference evaluations and provide access information to conference attendees.

Virtual/Online – provide and manage virtual sessions.

Financials – Payment of all conference costs, excluding student conference assistants, technical support in preparation of and during the conference; directional signs on the campus (outside and inside), including session room signs, as noted in Addendum A.
