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                        Indiana Council of Administrators of Special Education
Roundtable Topical Planning Procedures
ICASE Topicals planned by ICASE Roundtables provide an opportunity for Roundtables to engage in professional development activities with the support of ICASE.  Roundtables Topicals raise funds to support the ICASE activities and the roundtable’s activities.  This procedure is offered as a guide to any roundtable planning a topical:
1. The roundtable will be responsible for identifying a topic and presenter(s) and exploring availability and related costs for putting on the topical.  
2. The roundtable will complete the ICASE Topical Conference Request form found on the ICASE website and the roundtable representative will present the form to the Executive Committee for approval.  Formal commitments should not be made to presenter(s) or facility until Executive Committee approval is obtained.  
3. The roundtable makes arrangements with the presenter(s), for the facility, and for food/refreshments.  

4. The roundtable completes the Topical Registration template found on the ICASE website and works with the ICASE Treasurers to determine registration deadlines, refund cut-off dates, etc.  
5. The roundtable will work with the Treasurer/Bookkeeper to arrange direct billing arrangements and to ensure tax exempt qualification.  

6. The roundtable distributes the announcement about the topical to the ICASE listserv and through any other means the roundtables decides is appropriate.
7. The ICASE Treasurer/Bookkeeper will:

a. receive and process all registrations 
b. provide the current list of registrations when requested by the roundtable.

c. process payment to facilities, presenters, or others providing services when an appropriate invoice/bill is provided

d. reimburse roundtable members when requested using the ICASE Expense Report with appropriate receipts.    

e. provide  preliminary (immediately after the topical is held) and final reports to the roundtable and executive committee.  
8. The roundtable will handle all on-site issues such as:

a. room set-up
b. equipment arrangements
c. food arrangements
d. special accommodations
e. sign-in sheets
f. Professional Growth Points certificates
g. Submitting walk-in registrations (if accepted) to the Treasurer/Bookkeeper immediately following the topical.  
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