SASFAA Conference/Meeting Manual and Guidebook

Purpose

This manual and guidebook was compiled as a tool to be utilized by future SASFAA
and/or State Presidents, Conference Chairs and Local Arrangement Chairs as a means
to organize all aspects of planning and putting on the best possible conference at the
state or regional level. Please be aware that is only a “guide” and should be used as a
tool that can be improved upon as the needs change from year to year and state to
state.

The manual and guidebook encompasses many facets of a conference and it may
contain some information that is not necessary in your planning. But, the committee felt
that it should contain as many items as possible in order to address any item/issue that
may come up in the planning stages. There are many samples/examples/attachments
included that are for reading purposes only and not to be used as actual items such as
actual hotel contracts, resumes and auxiliary contracts. We felt it was important that you
be able to read actual documents that could impact the budget of your conferences. We
have also included many items that you will be able to utilize as actual tables and charts
such as master schedules, menu charts, session charts, AV charts, etc.

Included below is a copy of SASFAA Mission Statement and Vision Statement as we felt

it was important to adhere to the founding principles of SASFAA and incorporating those
principles throughout the manual and guidebook.

Mission Statement

The Southern Association of Student Financial Aid Administrators was founded in order
to establish a community of members, who through the sharing of ideas and professional
competencies and experiences would serve more ethically and effectively the diverse
needs of students, parents, and institutions. The present and future existence of the
association continues to be based on this founding principle.

To facilitate this mission, the association pledges to support professional
communications in all areas concerned with the administration of student educational
financing programs. The association is committed to developing future leaders by
actively involving its membership. To accomplish the goals set forth by the association in
a dynamic environment, the Southern Association of Student Financial Aid
Administrators offers personal and professional development opportunities and
embraces sound principles and practices of aid administration.

Vision Statement

The Southern Association of Student Financial Aid Administrators is a dynamic
organization serving practitioners, users and providers of student financial aid programs.
This effort occurs in an environment of mutual respect and support which encourages
guestions, discussion and the shaping of ideas — thus promoting opportunities, equity,
and access in and to higher education.
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