ANNUAL CONFERENCE PLANNING GUIDE

for

Host State / Chapter
The Conference Host plays a vital role in the success of the Annual Conference.  The host State / Chapter should assign an Annual Conference Planning Committee Chair as soon as possible after learning that the meeting will be in your State.  This chairperson will work closely with the RSO coordinating the Planning Committee Activities and Conference.  
1. 
SITE

The Site Selection Committee is in charge of selecting the State for each meeting.  Once chosen, the State will recommend to the RSO cities and hotels keeping in mind cost and availability of air travel.  The RSO will review the recommendations of the State and accordingly plan site visits to view hotels and make selection based on:
A.
Availability of the desired dates (Do not start conference on weekend, do not start conference on Monday following Father’s Day, do not start conference within the first 10 days of the month).
B. 
Adequate meeting space to accommodate breakout sessions, meal functions and exhibit space.
C. 
Adequate Room Block available at government rate if possible, or other rate within reason.
D.
Proximity to transportation services for air travel, restaurants and attractions.

E.
Concessions granted by hotel.
The RSO will execute all hotel and conference related contracts.
2. 
PRECONFERENCE ACTIVITIES/RESPONSIBILITIES

Responsibilities for the Host Chapter and hosting local agency include:

A. 
Attendance

The host chapter shall stimulate participation and attendance across the state and in the local area by early and effective communication and by getting people involved.  Good conference attendance is essential to the success of the conference, attendees committed to attending sessions and participating in the conference activities is key.  The RSO will market the conference throughout the region, but it is imperative that the host market the conference within the state and get members to commit to attend.  Assigning tasks to people will assist in this effort.
B. 
Exhibitors

The RSO will through direct solicitation via email, mail and telephone contact solicit a number of vendors.  However, the host chapter is responsible for encouraging local state vendors to participate.  The goal is to have no less than 35 vendors, approximately half of these would need to be local / state vendors.  

Ideal targets for solicitation are entities providing substantial goods and services to local and/or area agencies.   Every agency does business with a number of vendors and should be able to make contact with those vendors to solicit attendance.  The Conference Planning Committee Chair should designate an individual with some experience to be “Exhibitor Chair” to head up this effort and to liaison with the Service Office and the SWRC Exhibitor Committee. The same individual or his/her designee will be expected to serve as Exhibit Chair/Liaison during and prior to the Annual Conference, being available during setup, takedown and functions including exhibitors.  The RSO will be responsible for locating and contracting with an exhibit decorating company and working with them to design tradeshow layout and setup, the Exhibit Chair will be available to assist and oversee that setup, in addition to being available to assist vendors as they setup at the conference. 
Exhibitor / Sponsor Forms will be provided by the RSO and will also be available on the website.  Exhibits should account for at least $15,000 of the conference revenue.
C. 
Program Advertisements

Advertisements play a large role in paying for the conference program printing and must be a priority of the Host Conference Planning Committee.  Selling advertisements requires phone contact and follow through.  The Planning Committee Chair should select an aggressive Advertisement Chair to head up this function.  In addition, the host chapter should be committed to purchasing ads, selling ads and encouraging membership to purchase ads.  Advertisements should account for no less than $8,000 of the conference revenue.
In addition, the program will be a direct reflection of ad sales, the more ads the better the program will be.  The 2009 conference set the bar high for conference programs and we want to continue to improve.

Program Ad Forms will be provided by the RSO and will also be available on the website.  The form will include the instructions for submitting ads, deadlines, specifications, etc.  It is preferred that the ads be received in “print ready form” but the RSO will assist with ad development as needed as long as time allows.  The deadline will in general be 2 – 3 weeks prior to the conference to allow for ample preparation and printing time. 
D. 
Sponsorships

Sponsorships have not played a major role in the Annual Conference in the past, however, this is an area that has been greatly underutilized and needs improvement.  It will be the role of the membership from the host state to solicit sponsorships from their local sources, i.e., banks, companies, vendors, etc.  Housing agencies are substantial depositors of statewide and regional banks (the promotional budgets of which are established well in advance). Housing agencies purchase and/or cause their residents to purchase vast amounts of electricity and natural gas.  Sponsorships come in all sizes and the RSO will be happy to barter / negotiate with potential sponsors if you have them on the line and need some assistance.  
The Sponsorship Form is also provided by the RSO and available on the website as well.  Sponsorships should account for $10,000 of the conference revenue.
E.
 Pre-Conference Golf Event

Jim Coleman serves as the Golf Tournament Chair and will need the Planning Committee Chair to appoint a local or near local “co-chair” to assist with the legwork, location of course, etc.  No conference funds are expended on the golf event.  The event must be self-supporting through fees and specific golf sponsorship. 

F. 
Hospitality

The number of nights that hospitality is available depends upon the conference agenda, generally is 1 – 2 nights.  The planning committee chair should appoint a Hospitality Chair to be responsible for arranging for volunteers to work the hospitality, including clean up.  Conference funds are not spent on hospitality functions.  The host state / chapter can solicit sponsors for the hospitality, the host can choose to sponsor, and it is highly recommended that donations for the hospitality be solicited.  Most major cities have some type of beer distributors who are usually willing to donate cases of beer in exchange for their name being recognized as a sponsor.  In the past Budweiser, Coors, Coke, and other generic brand companies have donated to hospitality functions.  
The RSO will negotiate use and terms for a hospitality suite with the hotel, diligently working to get it provided at no charge.  The RSO will be responsible for taking possession of the hospitality suite and turning it back, making sure that no damages or other adverse issues will arise.    
G. 
Door Prizes 

The Conference Planning Committee Chair can appoint a Door Prize Committee Chair or use the existing State “Member Services” Committee for this function.  Some conference attendees, vendors, and others will bring door prizes, but the majority will come from the solicitation from the appointed committee.  There is not a set number of door prizes needed, but at least 30 is recommended.   The provision of low cost, locally oriented and obtained prizes by members of the host State Chapter adds to the potential success of the Annual Conference.  From local agricultural products to humorous gifts, almost any item adds to the fun. Certainly, from time to time, even more substantial prizes have been very appealing for those attending the Conference.  
H.
Registration

The registration process is a very important function at the conference.  The conference planning committee chair should appoint a Registration Chair to formulate a registration committee.  In most cases the registration desk is the first point of contact for conference attendees, including first time attendees so it is very important that the volunteers be informed about the conference functions.  The registration desk will be opened throughout the conference and should be manned at all times with 2 – 3 people.  At key times traffic will be heavier and more volunteers may be needed.  The RSO will prepare in advance the name badges and have those organized for the committee.  The RSO will designate a time prior to the conference start for orientation so that all functions can be discussed, such as onsite registrations,  onsite payments, purchase of meal tickets, local information, training room assignments and locations, registration bags / goody bags, guests, etc. 

I.
Entertainment

Depending upon the agenda, entertainment may be needed for multiple functions.  
Opening ceremony entertainment:  Color Guard, National Anthem, local entertainment, etc.

Meal function entertainment

Charles Farris Award Banquet Entertainment

Generally speaking entertainment should be complimentary or should require only a small donation.  However, entertainment for the CF Banquet might be a band, dj, etc. which will require payment.  The conference planning committee chair or designee should arrange for the various entertainment and provide appropriate names, titles, etc. to the RSO for inclusion in the program.  In the event that the entertainment has a cost associated with it, the RSO should be consulted to determine if the cost is feasible, etc.  Any contracts associated with the conference must be executed by the RSO.

Entertainment is a great way for the host state / chapter to show off their local talents and the entertainment often provides a great motivational boost for conference attendees.

J.
Host Welcome Reception

It has been customary for the host state / chapter to want to have a welcome reception, happy hour or something similar.  This is something that needs to be determined early in the planning phase so it can be placed on the agenda.  This function can be onsite or offsite, host’s choice, but will be the responsibility of the host to provide and / or pay for.  If an offsite welcome reception is planned keep in mind transportation issues.  
2. 
CONFERENCE ACTIVITIES
A. 
Revenue / Expenses
The 2010 Annual Conference Budget calls for conference revenue of $42,500 and provides a major part of SWRC’s operating budget.  The RSO is responsible for insuring that all expenditures are in line with budget projections and will prepare a conference budget as a guideline.  All conference expenditures shall be approved by the RSO prior to being made, otherwise, payment of obligation is not guaranteed.  The Conference Planning Committee Chair should express the importance of budget matters to the committee as well as the necessity for all expenditures to be pre-approved.
B.
 Food and Beverage Functions
The RSO is responsible for meal selections.  The following is a generic list of the possible food functions that might be held at an annual conference depending on the agenda layout:
1. Steering Committee Meal 
2. Welcome Reception  / Host 
3. Exhibitor Reception

4. Continental Breakfasts

5. Award / Scholarship Luncheon
6. Exhibitor Luncheon

7. Charles Farris Dinner 

8. Cash Bar 

9. Refreshment Breaks 

10. Commissioners Reception
C.
 Food Costs
Some basic cost guidelines, service charge and tax included, for hotel food costs:

Plated breakfast 


$20.00 - 25.00

Continental Breakfast 


$12.00 - 16.00

Buffet Breakfast/Brunch

$20 .00 - 28.00

Plated or Buffet Lunch 


$28.00 - 35.00

Seated Dinner 



$40.00 - 55.00

"Drink Tickets" 


$6.00

Plus another $100.00 for bartender and cashier per bar
This is the reason why unaccounted for guests can’t attend meal functions without purchasing a ticket.  Spouses, guests, children, grandchildren, etc. must all purchase meal tickets or guest badges to be permitted to attend meal functions, receptions, etc.
Banquets expenditures make up the largest portion of the conference expenses, generally at or near $45,000.
E. 
Materials for Registration Packets
"Souvenirs" of all sorts, pens, pencil, pads, litter bags, widgets and whatchamaycallits should be collected and made available for the pre-conference “bag stuffing” ceremony.  As a rule at least 300 of each item to be included should be requested.  The Conference Planning Committee should assign a committee to obtain these donated items.  You will recall that attendees look forward to receiving their registration bags to see what kind of goodies they will receive.  This is your chance to again show off your state and provide something unusual.  The host / state sometimes wants to provide a “give-a-way” with the registration bags, if the host wants something with their logo, they will be responsible for covering the cost, otherwise, a sponsor can be sought out.   The conference planning committee will work closely with the RSO on the selection of the conference “give-a-way” if there is to be one provided.

Such items as conference tote bags and name badge holders require a sponsor prior to purchasing.

F.
Breakout Sessions / Moderators

The conference breakout sessions, generally speaking, will be organized by the RSO based on the standing committee recommendations and requests, especially the Professional Development Committee.  The RSO will look to the host state / chapter for assistance in locating specific trainers for the topics requested.  The Professional Development Committee is responsible for arranging for session moderators for each of the breakout session and may request assistance from the conference host.
F. 
Conclusion  
Sample conference forms (Registration, Exhibitor, Sponsor, Advertiser) have been included for your review as well as a sample conference budget.  Hosting a conference can be a great experience, but requires a lot of pre-planning and dedicated, committed members of the planning committee.  The RSO, if utilized can make this process much easier for the chair and committee.
