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The Vision�

AnimeIowa is first and foremost a convention dedicated to anime fans.  We are a gathering of friendly people sharing a weekend of camaraderie with some great anime, a Dealers’ Room, a Consuite and other extras.  Anime provides a medium that is multi-dimensional in its appeal.  It is enjoyed by all ages, all genders and across most interests.  We enjoy the challenge to introduce people to anime and to the accompanying culture.�

�Description�

AnimeIowa is a project as defined by the Mindbridge Foundation by-laws.  The project occurs once per year, typically in August.  For purposes of definition, each individual occurrence of the project is assumed to require a budget greater than $1,500 plus the cost of hotel deposit.  Each occurrence of the project is considered an individual project for purposes of fulfilling the Mindbridge Foundation by-laws governing projects and committees assigned to them.��AnimeIowa is a fan convention focusing on the Anime and Manga media.  It draws fans of the genres in all of the appropriate media, offering the following to attendees:�

Access to authors, artists, media personalities, and other genre-related individuals

Programming events such as panel discussions, demonstrations, hands-on workshops and other related items

An art show showcasing both professional and amateur artwork relating to the genres

Vendors selling items related to the genres

Other events and items as deemed appropriate by the organizing committee or the Mindbridge Foundation Board of Directors (examples of related items are horror, gaming, hard science, LARP, etc…).�

�Time of occurrence��AnimeIowa is an annual convention occurring, when feasible, on a weekend in August that is free from home games for the University of Iowa football team and not in conflict with other Iowa conventions and/or Mindbridge projects.�

�Meetings��Meetings for AnimeIowa are preferably held on the second Saturday of any given month in the hotel where AnimeIowa is set to occur for that year.  This allows staff to examine the hotel for space allocation planning and provides easy access to the hotel staff for negotiations and questions.  In the event these preferences cannot be met, the meeting may be moved forward or backward by one week or moved to an alternate location with at least 15 days notice to the staff as a whole although emergencies may require a shorter notice period.



�Standing Rules��Unless otherwise stated, a simple majority decides all votes.

�A proper notification period is established for all official meetings, and official meetings may not take place without this notification period. Unless otherwise stated, an official meeting notification period is 15 days.�

Unless otherwise stated, individuals may not cast more than one vote in any single election or vote, except when voting with a proxy allowing that individual to vote in another's absence.�

Unless otherwise stated or agreed upon by a majority vote of those voting members present, all votes are by show of hand, unless requested by any voting member present that it be by ballot or another method.��Unless otherwise stated, abstentions are not counted in the number of votes cast.�

�Governing Body��Two successive committees run the convention: the Pre-Planning Team and the Executive Committee.�

�Executive Committee

�In accordance with the Mindbridge Foundation by-laws, each occurrence of AnimeIowa is assigned an organizing committee, officially referred to as the Executive Committee.  In addition to the rules set forth in the by-laws, the Executive Committee must adhere to the following restrictions: �

At all times during the existence of the Executive Committee, at least one member must be an active member of Mindbridge Foundation.�

Each May, the Executive Committee will solicit for bids for the following year’s committee.  Bids must include no fewer than three individuals that meet the requirements for either a Junior Executive Committee or Senior Executive Committee position.  All bidding groups must submit a preliminary budget to the Mindbridge Foundation that meets their submission requirements along with a statement of the group’s goals for implementing a successful convention.  Mindbridge will review all bids and appoint the team they feel represents the convention most effectively.

�The Executive Committee is designated into three teams: Senior Executive Committee, Junior Executive Committee and Pre-Executive Committee.�

�SENIOR EXECUTIVE COMMITTEE��The Senior Executive Committee performs administrative functions necessary for operating AnimeIowa.  They have final decision-making power for all issues related to the convention and provide guidance to the staff, as needed.  General responsibilities include, but are not limited to:



Producing and adhering to a budget plan

Reporting progress to the Mindbridge Foundation Board of Directors

Securing attendance of industry professionals

Working with the hotel to negotiate a contract and address other hotel issues as needed

Securing registrations

Developing a programming schedule

Understanding how the convention runs

Running one AnimeIowa meeting

Following up with department heads on progress/deadlines

Steering issues the Executive Committee thinks the convention needs to address

Creating a schedule for at-con Executive coverage

Additional duties as necessary

�To become a Senior Executive Committee member, one must have either been a Junior AnimeIowa Executive Committee Member or have worked on an Executive Committee for another convention.��No single member will assume too much responsibility, relying instead upon department heads (see below) to organize and operate individual areas of the convention.��JUNIOR EXECUTIVE COMMITTEE��The Junior Executive Committee performs administrative functions necessary for operating AnimeIowa and supports the Senior Executive Committee.  This committee has minor decision-making power and provides guidance to the staff, as needed.  General responsibilities include, but are not limited to:



Learning how the convention runs

Running one AnimeIowa meeting

Following up with department heads on progress/deadlines

Steering issues the Executive Committee thinks the convention needs to address

Approaching the Senior Executive Committee with major decisions

Additional duties as assigned

�To become a Junior Executive Committee member, one must have been involved in the planning of the previous year’s convention and must be a staff member in good standing with the convention.



�PRE-EXECUTIVE COMMITTEE��The Pre-Executive Committee is the chosen Executive Committee for the following year.  This committee observes how the current convention is run, so they are prepared to take over Executive responsibilities when their term begins.  General responsibilities include, but are not limited to:



Learning how the convention runs

Running one AnimeIowa meeting

Steering issues the Executive Committee thinks the convention needs to address

Approaching Senior Executive Committee with major decisions

Additional duties as assigned



To become a Pre-Executive Committee member, one must have been involved in the planning of the previous year’s convention and must be a staff member in good standing with the convention.��The functions of the Pre-Executive Committee will change once the current year’s convention has concluded.  The Pre-Executive Committee becomes the active Executive Committee once a Post Mortem meeting for the current year has been held.  The current year’s Executive Committee must remain involved until all issues relating to the current year’s convention have been resolved. �

�Staff Member Requirements��To qualify as staff member of AnimeIowa, an individual must meet these criteria:

Must be at least 12 years of age

Must be approved by a majority of the Executive Committee

Must attend the last staff meeting prior to the convention

     

To qualify as a department head, an individual must meet these criteria:

Must be at least 16 years of age (in some cases, must be 18 or older)

Must have attended at least one previous AnimeIowa convention

Must be approved by a majority of the Executive Committee

Must attend all staff meetings, or arrange representation for their department

Must meet all deadlines as assigned by the Executive Committee

�A staff member may submit a written or e-mail request to the Executive Committee for proxy attendance to scheduled staff meetings. The request must prove that the member has a compelling reason for not attending, and that the member demonstrates a continuing interest in the corporation. If the Executive Committee approves the request, they will issue a proxy statement to the member. This statement will allow another voting member to cast the proxy member's vote. The proxy will be valid only for the voting period stated on the proxy. ��In order to retain membership to the corporation, individuals must remain in good standing with the convention and assist in the planning of the current convention year.



    

Resignations

�Any staff member may resign at any time. Resignation must be made in writing, and shall take effect at the time specified therein. If no time is specified, the resignation takes effect at the time of its receipt by the Executive Committee. The acceptance of a resignation shall not be necessary to make it effective.�



Vacancies�

The members of the AnimeIowa staff shall fill any vacancy on the Executive Committee via special election.  All electoral candidates must be pre-approved by the Mindbridge Foundation.  This election must take place in a timely fashion reasonable to the situation.  During vacancies, the Executive Committee may appoint a stand-in from the staff body who will stand down when the appropriate election takes place.�



Removal

�If the AnimeIowa staff members judge that an Executive Committee member is not acting in the best interest of AnimeIowa, they may request a reprimand with the Mindbridge Board of Directors. If the Executive Committee member's actions seriously threaten AnimeIowa, or if the reprimand issued was not the first for that member, the Board of Directors may remove the member from the committee.

 

�Pre-Planning Team��The Pre-Planning Team is a project defined by the rules and by-laws of the Mindbridge Foundation.  It undertakes certain duties on behalf of AnimeIowa as long as no Executive Committee has yet been selected for that AnimeIowa.  At such time as an Executive Committee is selected for a specific AnimeIowa, that Executive Committee assumes complete control of the convention subject to the rules and by-laws of the Mindbridge Foundation.  An Executive Committee will be selected 11 to 15 months in advance of the AnimeIowa for which it will serve.��In addition to the normal duties outlined in the rules governing the planning of conventions, the Pre-Planning Team is charged with these responsibilities for AnimeIowa:



Securing Guests of Honor

Signing a contract with a hotel and producing a preliminary budget that will aid the Executive Committee in preparing a final budget

Requesting seed money from the Mindbridge Foundation

Creating preliminary promotional material

Fundraising where needed

�The Pre-Planning Team will not perform these actions:



Advertising registration prices beyond the initial “at-the-convention” pre-registration price

Selecting department heads

Making decisions that unnecessarily restrict the choices of the eventual Executive Committee

Making commitments that require overall financing of $500 or more without the approval of the Mindbridge Foundation Board of Directors, such as procuring guests, signing contracts, and advertising

�The AnimeIowa representative for the Pre-Planning Team is selected by the current�Executive Committee and serves until the next Executive Committee is appointed.�

�Department Heads��AnimeIowa is organized into departments and sub-departments.  The Executive Committee is responsible for appointing all department heads and may create additional departments and sub-departments, as needed.   The following provides a list of current departments with general responsibilities outlined: 



ANIME MUSIC VIDEOS (Sub-Department of TECH): Establishes and maintains the guidelines, rules, forms, and procedures for the Anime Music Video Contest.  Communicates with all entrants to coordinate submissions, resolve issues and answer any questions.  Responsible for coordinating display and judging of the AMVs.  Works with the Tech Department Head(s) to acquire any necessary equipment.  Responsible for maintaining the AMV section of the AnimeIowa web site by updating content and communicating changes to the AnimeIowa Webmaster(s).  Reports to the Tech Department Head(s).



ANIME DOJO (Sub-Department of TECH):  Anime Dojo is a collection of panels that have heavy reliance on audio visual presentations and include viewing significant amounts of anime to illustrate points or provide examples.  Anime Dojo panels are longer than usual panels are usual held in a designated anime viewing room.  The responsibilities of the department sub-head are to communicate with individuals or groups interested in running Dojo panels and determine their relevance before confirming.  Responsible for maintaining the Events section of the AnimeIowa web site by updating content and communicating changes to the AnimeIowa Webmaster(s).  Schedules and coordinates the Anime Dojo room.  Works closely with the Company Contact to acquire permissions and pre-release contracts for all videos that will be shown. Responsible for confirming all scheduled videos in formats compatible with current playback technology.  Works closely with the Tech Department Head(s) to compile technical requirements and to organize set-up and tear down of the Dojo room.  Works with Programming Department and Publications to provide schedule for publication in the Program Book. Reports to the Tech Department Head.



ART SHOW: Responsible for establishing and maintaining the guidelines, rules, forms, and procedures for the Art Show and Artist Alley.  Communicates with potential artists regarding artwork submission, artwork display, applicable fees (example: hanging fees), commissions, etc.  Coordinates the Art Auction.  Understands and maintains the Art Show database.  Responsible for communicating all Art Show/Artist Alley requirements to the Hotel, Programming, Tech and Logistics departments.  Responsible for maintaining the Art Show and Artist Alley sections of the AnimeIowa web site by updating content and communicating changes to the AnimeIowa Webmaster(s).  Reports to the Executive Committee.



ARTIST ALLEY (Sub-Department of ART SHOW):  Works in cooperation with the Art Show Department Head(s) to establish and maintain the guidelines, rules, forms and procedures for the Artist Alley.  Communicates with all potential Artist Alley artists regarding table fees, artwork guidelines, rules, etc.  Works closely with the Dealers’ Room Department Head(s) to coordinate table reservations.  Assists in the set-up and tear down of the Artist Alley at the convention.  Arranges for Badge distribution to artist purchasing tables in the Artist Alley.  Reports to the Art Show Department Head(s).



BRIDGE (Sub-Department of OPERATIONS): The Bridge is responsible for recording events that transpire during the course of the convention as well as maintaining both the department head on-duty roster and the ranger on-duty roster.  Dispatches rangers per the ranger on-duty roster.  Maintains and assigns all radios.  Communicates with convention attendees as necessary to resolve issues.  Maintains a Lost and Found, recording all items coming into or leaving the Bridge with time stamp.  Maintains list of items for the Logistics Head(s) to purchase throughout the convention.  Maintains a list of staff contact information, so staff members who are not on radios can be reached (typically cell phone and/or hotel room number).  Reports to the Operations Head(s).



CHARITY AUCTION (Sub-Department of PROGRAMMING): Works with the Executive Committee to choose a charity for the upcoming year’s convention (may poll the staff for ideas).  Works with the chosen charity and the AnimeIowa Treasurer to coordinate transferring funds raised within 30 days of the convention’s end.  Creates promotional materials and/or uses the AnimeIowa forum to promote the charity and the at-con events associated with it.  Provides copies of all necessary documentation to the convention treasurer and Guests Department Head  for records.  Reports to the Programming Department Head(s).  



CONSUITE: Responsible for planning food and beverage for the Consuite, including the delivery and return of soda dispensers for the Consuite and Recharge Room.   Purchases food for the Consuite the day before the convention and organizes it to be rationed throughout the convention.  Schedules special food items to be delivered, such as bagels or donuts in the a.m.  Coordinates volunteer shifts with the Volunteers Department Head to staff the Consuite for all hours that the convention is open.  Reports to the Executive Committee.



COMPANY CONTACT: (Sub-Department of Guests) Contacts companies within the industry to build relationships for the convention.  Solicits ads and negotiates giveaway and “freebie” items.  Responsible for the formal invitation of industry contacts to attend the convention.  Arranges press passes for company representatives.  Makes contacts to acquire permissions and/or pre-release viewing contracts for the video rooms in cooperation with the Video Rooms Department Head(s).  Reports to the  Guests Department Head.



COSPLAY: Establishes and maintains the guidelines, rules, forms, and procedures for the Cosplay.  Works with Programming, Publications, Mainstage, Tech (lights and sound), and Hotel (main stage requirements) for all Cosplay-related needs.  Coordinates a Green Room for the Cosplay and arranges for snack food and water service to be available for Cosplay contestants in cooperation with the Hotel Department Head(s).  Schedules a photographer and/or videographer for both Cosplay and the Hall Costume Contest.  Responsible for maintaining the Cosplay and Hall Cosplay section of the AnimeIowa web site by updating content and communicating changes to the AnimeIowa webmaster(s).  Reports to the Executive Committee.





DEALERS’ ROOM: Establishes guidelines, rules, forms, and procedures for the Dealers’ Room.  Arranges room layout to determine how many tables are available.  Determines pricing for tables with the help of the Executive Committee.  Solicits table sales to potential dealers.  Coordinates set-up and tear down at the convention, and is the primary contact for all Dealers’ Room questions and concerns before, during and after the convention.  Coordinates with the Hotel, Volunteers, Fan Market, Registration, and Operations department for Dealers’ Room-related needs and arranges for space within in the Dealers’ Room as requested by other departments (example: Fan Market, Artist Alley).  Arranges for distribution of badges to Dealers.  Responsible for maintaining the Dealers’ Room section of the AnimeIowa web site by updating content and communicating changes to the AnimeIowa Webmaster(s).  Reports to the Executive Committee.



FAN MARKET (Sub-Department of DEALERS’ ROOM): Responsible for procuring artwork and concepts for convention t-shirts and other AnimeIowa-branded items to be sold at the convention.  Works with the Sponsors Department Head(s) to plan design for Sponsor t-shirts and special items for Sponsor gift bags.  Submits all concepts to the Executive Committee for approval.  Once approved, Fan Market Head will order all items and coordinate delivery of those items to the convention.  Works with the Dealers’ Room Department Head(s) to allocate space for the Fan Market in the Dealers’ Room.  Sets up and tears down the Fan Market table and coordinates with the Logistics Head(s) for pick up and storage of all unsold merchandise.  Reports to the Dealers’ Room Department Head(s).



FORUM (Sub-Department of WEB): Responsible for the overall maintenance of the AnimeIowa forums.  Adds/removes staff member and other descriptive tags, as needed.  Appoints and manages Forum Ninja Team (volunteer moderators).  Works with the Web team to plan and implement new technology to improve the functionality of the forum from both an end user and administrative standpoint.  Coordinates forum contests including development of rules, prizes, and judging.  Reports to the Web Department Head(s).



GAMING, VIDEO: Responsible for the planning and implementation of a video gaming room at the convention.  Works with the Tech and Hotel departments to reserve equipment, tables, etc.  Organizes any applicable tournaments, including establishment of rules, promotion and procurement of prizes (must be approved by the Executive Committee).  Responsible for set-up and tear down of the video gaming room.  Reports to the Executive Committee.



GAMING, NON-VIDEO:  Responsible for the planning and implementation of a non-video gaming room at the convention. Works with the Tech and Hotel departments to reserve equipment, tables, etc.  Works with Logistics to ensure delivery of Mindbridge game library for use.  Organizes any applicable tournaments, including establishment of rules, promotion and procurement of prizes (must be approved by the Executive Committee).  Responsible for set-up and tear down of the video gaming room.  Reports to the Executive Committee.





GUESTS OF HONOR: Invites, contracts with, and arranges travel for all convention Guests of Honor in cooperation with the Company Contact.  Determines costs and communicates with Treasurer to insure funds are available to bring in guests before confirming.  Works with the Registration department to coordinate printing of guest badges for all guests and distribution of these badges to the guests.  Works with the Programming department to schedule autograph sessions, event attendance and/or any demonstrations or workshops the guest(s) would like to host.  Works with the Publications department to promote the Guests of Honor in printed materials.  Coordinates with the Dealers’ Room Head(s) to reserve table space for guests, if requested.  Works with the Hotel department to arrange rooms for all guests.  Acts as a liaison for the guest and any parties attending with them.  Recruits trusted volunteers and/or staff to assist guests, preferably one per guest.  Submits a schedule of who will be helping each guest throughout the convention to the Executive Committee and Bridge, and works out any coverage issues.  The Guest of Honor Department Head is the primary contact for all guests before, during and immediately following the convention, and must be available for contact at all times during the convention to address guest issues. Responsible for maintaining the Guests section of the AnimeIowa web site by updating content and communicating changes to the AnimeIowa Webmaster(s).  Reports to the Executive Committee.



HALL COSTUME CONTEST (Sub-Department of COSPLAY): Establishes and maintains guidelines, rules, forms and procedures for the Hall Costume contest.  Coordinates and conducts the contest, ensuring that prizes are available for the winners.  Works with the Cosplay Department Head(s) to schedule a photographer.  Responsible for maintaining the Hall Costume Contest listing on the AnimeIowa web site by updating content and communicating changes to the AnimeIowa Webmaster(s).  Reports to the Cosplay Department Head(s).



HOTEL: Primary liaison with the hotel.  Negotiates the hotel contract in cooperation with the Executive Committee and the Mindbridge Foundation.  Communicates room setups to the hotel as requested by department heads.  Confirms final convention layout with hotel.  Works with the Executive Committee to determine staff meeting dates/times and schedules these dates with the hotel, insuring the space reserved is large enough to accommodate at least 2/3 of the current staff count (full staff count for the final meeting).  Assigns room party room blocks.  Coordinates all hotel services required for the convention (example: water service).  Responsible for maintaining the Hotel section of the AnimeIowa web site by updating content and communicating changes to the AnimeIowa Webmaster(s).  Reports to the Executive Committee.



INFO DESK (Sub-Department of OPERATIONS): Provides approved information to the press and public before and during the convention.  Assists convention attendees with questions and directs them, as needed.  Prepares restaurant guide for inclusion in Program Book and works with Publications Department as needed.  Reports to Operations Department Head.



KARAOKE (Sub-Department of PROGRAMMING): Schedules space and time for Karaoke with the Programming Department Head(s).  Communicates all technical needs to the Tech Department Head(s).  Plans and develops guidelines for any Karaoke-related competitions.  Hosts the Karaoke event unless another individual has been appointed to do so.  Reports to the Programming Department Head(s).



LARP: Plans and schedules LARP scenarios to be played out at the convention.  Coordinates a sign up location for participants and sets guidelines.  Responsible for maintaining the LARP section of the AnimeIowa web site by updating content and communicating changes to the AnimeIowa Webmaster(s).  Reports to the Executive Committee.



LOGISTICS (Sub-Department of OPERATIONS): Responsible for the hotel move-in and move-out.  Coordinates transport of all materials needed for the convention to and from the Mindbridge Foundation storage locker.  Tracks and maintains organization for all storage locker items.  Works with the Consuite and Recharge Room Department Head(s) to coordinate the initial food run the evening before the convention, as well as any additional large food runs that are necessary.  Schedules supply runs for requested items throughout the convention based on list maintained at the Bridge.  Reports to the Operations Head(s). 



MAINSTAGE: Coordinates staging, sound and lighting for the main stage.  Responsible for all set-up and tear down of these items.  Works with the Cosplay, Tech, and Programming departments to ensure all necessary equipment is in place and functioning properly.  Reports to the Executive Committee.  



MICROPROGRAMMING (Sub-Department of PROGRAMMING): Arranging for and coordinating unscheduled events that add interest to the convention.  Examples of this are interactive signs, games, stickers, hand stamps, etc.



NATSUKASHII SEMINAR (Sub-Department of PROGRAMMING): Plans activities for “old school” anime lovers including workshops, discussion panels and viewings.  Develops new ways to increase awareness of anime’s roots and increase interest in classic anime series.  Works closely with the Company Contact to acquire permissions and pre-release contracts for all videos that will be shown. Works with Guests Department to coordinate scheduling of appropriate guests of honor.  Reports to the Programming Department Head(s).



OPERATIONS: Responsible for establishing methods for communications, information transfer and smooth functioning for the convention as a whole.  Arranges for the Info Desk, con security, and at-con communications (radios).  Maintains a contact list for all staff members including room numbers and cell phone numbers via the Bridge.   Assists the Logistics Head(s) with move-in and move-out.  Responsible for training Rangers.  Coordinates placement of signs in hotel-approved locations at the convention.  Manages the Bridge and its functions, and operates bag checks as needed.  Reports to the Executive Committee.



PROGRAMMING: Plans, staffs and schedules non-video programming events throughout the convention.  These events include, but are not limited to discussion panels, workshops, demonstrations, Guest of Honor speeches, Cosplay, dances, children’s programming, etc.  Communicates with individuals or groups interested in running panels, determining their relevance before confirming.  Responsible for maintaining the Events section of the AnimeIowa web site by updating content and communicating changes to the AnimeIowa Webmaster(s).  Provides a Programming schedule for approval by the Executive Committee, and eventual posting to the AnimeIowa web site.  Reports to the Executive Committee.



PUBLICATIONS: Creates the convention program book, mailers, and at-con newsletter.  Responsible for list generation and mailing of the AnimeIowa flier and any other mailed materials as needed.  Works with Department Heads to develop any requested print materials or signs.  Establishes deadlines for printed materials to be communicated to all Department Heads.  All designs and printing quotes must be submitted to the Executive committee for approval.  Reports to the Executive Committee.



RECHARGE ROOM (Sub-Department of CONSUITE): Coordinates a hospitality room for staff, qualified volunteers and guests to relax.  Establishes entrance requirements for volunteers with the cooperation of the Volunteers Department Head(s). Works closely with the Consuite Department Head(s) to streamline food requirements for the convention. Provides fun activities including games, books, trinkets, etc. to enhance the atmosphere of the room.  Accepts and fulfills food and drink requests from staff members and guests who cannot leave their areas.  Reports to the Consuite Department Head(s).



REGISTRATION: Works with the Executive Committee to establish registration rates for the convention.  Processes all incoming registrations and maintains the Registration database.  Maintains a tally of registrations received by the first of each month.  Organizes and coordinates all at-con registrations.  Works with Guests Department to acquire artwork for convention badges and assists in the layout of the overall badge design.  The Executive Committee must approve final artwork and layout.  Coordinates printing and distribution of badges at the convention.  Works with the Treasurer to make deposits from the Registration till.  Responsible for maintaining the Registration section of the AnimeIowa web site by updating content and communicating changes to the AnimeIowa Webmaster(s).  Reports to the Executive Committee.



ROOM PARTIES (Sub-Department of OPERATIONS): Responsible for securing a room party block for the convention in cooperation with the Hotel Department Head(s).  Establishes guidelines and rules for room parties and communicates this to all interested parties.  Supervises the room party block during the convention in cooperation with the Operations Department Head(s).  Responsible for maintaining the Room Party section of the AnimeIowa web site by updating content and communicating changes to the AnimeIowa Webmaster(s).  Reports to the Operations Department Head(s).



SPONSORS (Sub-Department of REGISTRATION): Develops a sponsorship program for the convention that can include, but is not limited to early entry into the Dealers’ Room, preferred Cosplay seating, brunch with the Guests of Honor, AnimeIowa Sponsor t-shirts, Access to the Recharge Room, gift bags with exclusive AnimeIowa merchandise, and other perks as desired.  Works with Registration Department Head(s) and the Executive Committee to establish sponsorship registration fees.   Acts as a liaison for all Sponsors to ensure they receive special attention and have all of their questions and issues taken care of quickly.  Responsible for maintaining the Sponsors section of the AnimeIowa web site by updating content and communicating changes to the AnimeIowa Webmaster(s).  Reports to the Registration Department Head(s).



TECH: Responsible for procuring all technical equipment and supplies for the Video Rooms,  Mainstage, AMV, Anime Dojo, and Programming events and other equipment as requested by department heads, with the exception of personal computers.  Communicates with all department heads to find out their technical needs for the convention and takes the appropriate steps to ensure that everyone has the equipment they need, when they need it.  Assists with the coordination of set-up and tear down of areas requiring a considerable amount of technical equipment (example: video rooms, Cosplay).  Handles all at-con networking and support.  Reports to the Executive Committee.



TREASURER: Maintains the AnimeIowa budget, balances the bank account, and pays bills, generally in close contact with the Executive Committee.  The Treasurer reports regularly on the overall financial situation of the convention.  Responsible for scheduling till drops with departments such as Registration, Fan Market, and Art Show during the convention.  Can coordinate fundraising efforts in cooperation with other departments.  Reports to the Executive Committee.



VIDEO ROOMS (Sub-Department of TECH): Schedules and coordinates the AnimeIowa video rooms.  Works closely with the Company Contact to acquire permissions and pre-release contracts for all videos that will be shown.  Responsible for collecting all scheduled videos in formats compatible with current playback technology, keeping inventory and ensuring all loaned items are returned to their owners.  Works closely with the Tech Department Head(s) to compile technical requirements and to organize set-up and tear down of the video rooms.  The subdepartment is ultimately responsible for locating personal computers to accommodate the playback of fansubs, however, they may ask the Tech department for assistance.  Responsible for submitting a Video Room schedule to the Executive Committee for approval, eventual posting to the AnimeIowa web site, and publication in program book.  Reports to the Tech Department Head(s).



VOLUNTEERS: Works closely with department heads to determine volunteer requirements.  Creates and maintains a volunteer schedule based on need and fills available slots both pre-con and at-con.  Coordinates volunteer incentive programs, including prizes and access to the Recharge Room in cooperation with the Recharge Room Department Head(s).  Develops way to increase awareness and interest in volunteering for the convention.  Responsible for maintaining the Volunteers section of the AnimeIowa web site by updating content and communicating changes to the AnimeIowa Webmaster(s).  Reports to the Executive Committee.



WEB: Responsible for overall maintenance of the AnimeIowa web site and forum.  Ensures that the web site is renewed on time and keeps track of bandwidth/storage resources.  Designs the interface and graphical elements for the web site.  Maintains archive of AnimeIowa artwork and documentation on the secure “staff section” of the web site.  Completes routine tasks such as addition/removal of subscriptions to discussion lists, department page updates, and technical improvements.  Ensures all aspects of the site are in working order and addresses any web site concerns that arise.  Reports to the Executive Committee.  

��Guests of Honor��Guests of Honor (GoH) are the primary guests of the convention.  GoHs are chosen both for attendance draw and for good reputation at public appearances.   The planning team invites any number of GoH the budget can withstand, keeping in mind the purpose and direction the convention takes with the selection of guests.  GoH selections include, but are not limited to: 



A well-known anime or manga creator

A well-known anime or manga artist

An anime voice actor/actress

A fan GoH (an individual, not necessarily an industry professional, known for his or her contributions to the genre or fandom in general)

A Master of Ceremonies (MC) to preside over opening ceremonies and the Guest of Honor speeches

�Depending upon budget, the planning team may add or substitute other types of GoH related to the anime or manga genres.  Examples include media personalities, professors, editors, musicians, etc.��Guests of Honor receive the following from AnimeIowa, which must be part of the preliminary budget: 



Reasonable payment of or reimbursement for travel

Hotel costs for the duration of the convention

Meal allowance

$50 per day stipend

�Every year, during the Post-Mortem meeting, the Executive Committee will poll the staff body to compile a list of potential guests, and rank them in order of popularity.  The Executive Committee will also coordinate with the Forum Department Head(s) to poll the convention attendees for ideas via the AnimeIowa forum.  The final list will be provided to the Pre-Planning Team.  The Pre-Planning Team will use this list as a guide for inviting Guests of Honor for the upcoming convention.��Industry Guests��Aside from Guests of Honor, AnimeIowa encourages industry professionals to attend, take part in panel discussions and demonstrations, and make themselves available to attendees.  AnimeIowa provides complimentary entrance for industry professionals and a guest if any of the following criteria are met: 



The individual has been the Guest of Honor at a preceding AnimeIowa

The individual is a founder of AnimeIowa, or is the child of a founder under the age of 18 years of age.  Founders are:

Noel Burns

Robert Ashbey

Martin Milder

Laura Mitchell

The Executive Committee deems the individual worthy of complimentary entrance due to draw capacity or other qualification.

�The Executive Committee will not provide complimentary memberships to: 



Themselves, unless one of the above criteria is met

Their families or friends unless one of the above criteria is met

Presenters who participate in other areas of the convention in addition to their scheduled presentation

 ��Minimum Events��AnimeIowa schedules one or more tracks of programming relating to the anime and manga genres.  The following programming items and events are the minimum that must take place at every AnimeIowa: 



Opening Ceremonies

Art Show and Auction

Dealers’ Room

Cosplay

Video Room

Recharge Room

Closing Ceremonies

A suitable number of panel discussions to satisfy the tax-related obligations of professional attendees

��Attendance��Attendance to AnimeIowa is open to all members of the public, in accordance with the by-laws of the Mindbridge Foundation.  Paid attendees are considered members of the Mindbridge Foundation at a level deemed appropriate by the Mindbridge Foundation by-laws.  Attendees may be barred based on problem behavior at past AnimeIowa conventions but this should be a rare occurrence. �

�Funding��The Pre-Planning Team procures the initial funds for the next AnimeIowa.  Funds consist of:



Seed money granted by the Mindbridge Foundation when officially requested at a staff meeting

Private donations

Approved fundraising efforts

�After the current AnimeIowa takes place, the Executive Committee does the following:



Holds a Post-Mortem meeting within two months of the end of the convention

Produces a financial and operational report to the Mindbridge Foundation Board of Directors within four weeks of the end of the convention

Returns all checkbooks, bank account information, and funds to the Mindbridge Foundation within four weeks of the end of the convention, minus the hotel deposit for the following year and $1,500

��Timeline��The following timeline suggests deadlines for the actions the Executive Committee and department heads should perform.  The dates are relative to a late-August AnimeIowa.



March of the previous year:

Establish Pre-Planning Team

Begin search for guests

Line up a Master of Ceremonies (MC)

Set pre-registration amounts

Work out a preliminary budget



June of previous year:

Submit Executive Committee bid to Mindbridge meeting



At previous AnimeIowa:

First sign-up for Dealers’ Room

First advertising flier

Pre-registration begins



November, third week: 

First Dealer mailing





February, second week:

Start preliminary program book layout

First general mailing

Staff recruitment meeting



April, first week:

Art Show mailing

Start watching fare rates for GoH travel

Search for following year’s Executive Committee



May, second week:

Second general mailing, if needed

Pre-Planning Team assigned for next year’s convention



May, third week:

Program book advertising letter

�June, first week:

Submit following year’s Executive Committee bid to Mindbridge, known as the Pre-Executive Committee



June, second week:

Start volunteer drive



July 31st:

Increase in pre-registration amount



Three week before convention:

Deadline for program book advertisements



Two week before the convention:

Finalize Programming schedule

Send program book to printer

Order soda dispensers for Consuite and Recharge Room



One week before the convention:

Print pocket program



Two weeks after the convention:

Send Art Show payments

Pre-Planning Team meets with following year’s Executive Committee to exchange information



Within two months after the convention:

Post-Mortem meeting

 ��Compensations��Compensations are a part of every convention.  A comp or compensation is when you pay an individual to partake in your convention.  There are different types of comps.  You can comp a person the cost of entry to the convention.  You can comp a person the cost of materials if they were unhappy with a workshop they paid for.  You can comp a person the cost of a t-shirt if they have pre-paid and are unhappy with the design.��Ideally, you do not want to comp someone.  This is normally held back as a last resort to pacify an unsatisfied attendee.��Registrations and partial registrations earned through volunteer point programs (or in AnimeIowa's case, meeting attendance) are not considered complimentary memberships, but rather an alternative form of payment.

��Lost and Found



Lost and found items will be brought to and stored at the Bridge during the convention, where they will be tracked both as they come in and as they are claimed.  Any items not claimed by the end of the convention will be cataloged and posted on the AnimeIowa forum and website for identification within two months of the convention.  Unclaimed items will be stored for one years.  After one year, it is up to the current Executive Committee to decide what will happen with the items.





Closing the Budget

�The budget will be closed within 30 days from the end date of the convention. All receipts will be paid within 20 days of the end date of the convention.  If these guidelines cannot be met, details must be communicated to the Executive Committee immediately so any necessary action can be taken to settle the AnimeIowa bank account for the year.


