 CONVENTION COMITTEES

Job Descriptions

Your committee can be as few as 1-3 persons or as many as 6-7.  It is important as a Meeting Chairperson/Coordinator to delegate jobs. 

Meeting Chairperson/Coordinator – Oversees all convention activities

Duties include: 

· Organization of committees

· Picking site for convention/symposium 

· Scheduling with Region and/or contiguous states

· Negotiating and signing of all contracts having to do with convention/symposium 

· Signing all Banquet event orders during convention (BEO) 

· Works with program coordinator on all speaker issues

· Being available to committee for all questions and concerns

Budget/Finance

Duties include:

· Can be the state society Treasurer

· Set up a meeting account

· Receives all fees to include but not limited to: exhibit fees, registration fees, membership fees

· Reviews all bills with meeting chairperson/coordinator before payment 

· Obtains meeting insurance 

· Bonds officers and registrar of the current meeting

Program/Education coordinator – 

Duties include: 

· Send out “Call for Abstracts” (speakers) 

· Select speakers and confirm with speakers time and day of workshop/symposium 

· Compiles program 

· Edits program

· Has program printed

· Sends out program

· Send in Contact hour application to NSH for speakers and complete program to NSH

· Compiles speaker and/monitor packets for convention/symposium 

· Send out Thank-you letters to speaker and copy of evaluations upon completion of convention/symposium

· Send back to NSH, after convention, completed speaker evaluation forms and attendee list(s) with addresses

Exhibits

Duties include: 

· Call to exhibit letter 

· Coordinate exhibits 

· Contact drayage company for quotes on booth size and type (8X10 draped)

· Handles all funds collected and sends to Treasurer 

· Vendor donations

· Vendor games in vendor area

· Plans a vendor meeting at the convention/symposium 

· Sends Thank you letters to participating vendors and site for next meeting 

Registration

Duties include: 

· Receives registration

· Handles all funds collected and sends to Treasurer

· Mails confirmation of registration to attendees

· Prepares certificates of attendance for all attendees 

· Name badges 

· Prepares registration packets 

· Runs the registration table

· Selects and contacts monitors for workshops/symposiums 

AV

Duties include: 

· Select AV vendor outside vs. Hotel AV, if allowed

· Collect all AV requests from program coordinator and Prepares AV spreadsheet 

· Works with hotel or outside AV company to obtain AV equipment
· Is available during the meeting for any AV problems that may occur 

Food/Hospitality/Decorations

Duties include: 

· Budget for food functions

· Works with Meeting Coordinator on final guarantees for caterer

· Themes for lunches and/or dinners

· Works with exhibits to solicit and coordinate any vendor sponsored food functions, if applicable

· Assemble decorations for food functions, if applicable

· Works with exhibits to solicit and obtain door prizes

· Coordinates how to distribute door prizes at the meeting 

PR

Duties include:

· Contact local Visitor’s Bureau for free items to promote city or area in which meeting is being held

· Contact local labs for free items – help with door prizes
· Advertising of meeting- on-line, newsletters, NSH, Fliers,  - helps program director get the program out

· Set up a table at the meeting to promote current meeting site, the society’s benefits and next years meeting site (if chosen)
