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PRIMARY ROLES AND RESPONSIBILITIES

15th IFIS Chairman- Responsible for the successful planning and implementation of the 15th IFIS; responsible for monitoring program effectiveness, providing information to co-host to accomplish the desired objectives, ensuring that all FAA responsibilities are met, and providing accountability to all stakeholders, including the Co-Host, the ICASC Chairman and the AVN Director.  (Jim Wilson)
15th IFIS Planning and Coordination – Responsible for assisting the IFIS Chairman by formulating a master plan; ensuring submission and approval of plans submitted by each of the IFIS committee chairs; obtaining regular reporting on the status of each committee’s progress and communicating to the IFIS Chair any problems/issues that need to be addressed; ensuring that cross-committee/issues involving the co-host are communicated and addressed. (Cheryl Austin)

Technical Committee Chair- Responsible for formulating a comprehensive plan to address all technical aspects related to the conference, including the development of the theme and logo, developing a plan for the receipt, selection and program topics and format and support for the delivery of presentations to address the IFIS objectives. Identification and Submission of IFIS proceedings and other technical literature that will be distributed during/after the conference; solicitation and selection of technical panel, and identification of associated logistics, and other requirements.  Responsible for working with co-host to identify requirements for the support of the technical aircraft display (including the coordination of FAA’s aircraft exhibit); and identification of logistical support required. (Glenn Bissonnette)
Logistics Committee Chair-Responsible for coordinating MMAC tour, ensuring that the proper clearances are submitted and accepted; responsible for organizing and staffing FAA/AVN booth; responsible for identifying the need for/coordinating/staffing FAA greeters throughout the Symposium, and ensuring that the proper communications can accomplished through headsets, etc; responsible for coordinating with the ICASC chair re: ICASC booth requirements; responsible for establishing the plan and formulating the execution of vendors/marketplace opportunities; responsible for researching and recommending tokens of appreciation for speakers and special guests; responsible for identifying and coordinating logistics associated with special guest transportation/lodging, etc. (Chuck Coffman)
Communications Committee Chair:  Establishing a common database accessible to all of the IFIS core team members, that will allow us to track the progress of our actions; responsible for providing a scribe that will capture and distribute minutes from meetings with the co-host; Responsible for coordinating content related to the publicity of the IFIS with co-host, FAA or other venues; responsible for preparing letters of invitation; letters of thanks (after the conference); recommending speakers for special events; preparing/submitting handouts and other literature to be included with the conference information; ensuring that internal newsletters/communication about the IFIS is accomplished; responsible for gathering and maintaining information in support of the IFIS Cookbook. (Monty Maughan)
ALL ARE RESPONSIBLE FOR: 

· Commitment to a successful IFIS event

· Selecting subcommittee members and approving volunteers from within/outside of AVN to accomplish the tasks, considering the skills needed for a successful outcome

· Submitting a plan and timelines within the next 45 days (consider priorities, critical elements)

· Adjusting the plan as necessary

· Communicating through regular team meetings, and with regular IFIS team meetings, and co-sponsors

· Identifying problems and issues and/or support needed 

· Providing written reports/updates

· Maintaining a current list of team members/volunteers

Actions to be completed in the Next 45 days:

· Establish Core Team Members

· Solicit support from the AVN Director (1)
· Meet with the Division Managers (2)
· Meet with the Co-Host; clarify roles and responsibilities for each function and exchange plans with specific action items/dates. Co-Host plan should include specifics re: marketing (ID Badges, Signage, Website, printed material, publicity), Registration, Evaluation, Transportation throughout the event; on site assistance; safety and emergency contingencies, etc.

· Set up a schedule of meetings from January through June

· Identify and set up a shared drive to keep everyone abreast of progress against the master plan
(1) Ask Director to announce plans to solicit help from the divisions to support the 15th IFIS (at upcoming meeting)

(2) Meeting with the Division Managers

a. What we need for a successful event (Committees and subgroups)

b. Provides one-time experience to participate in an international event

c. May need the involvement of more than one person in the organization

d. Commitment of time 

i. Attendance at meetings

ii. Accomplishing actions

iii. Preparing and submitting reports

e. We will keep them apprised of progress
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