Conference Host Committee Manual

Membership

A.

Structure

The committee is generally composed of 10 — 20 members plus a chair-
person and vice-chairperson, who are appointed by the FGFOA president.
The chairperson serves as the coordinator and appoints a subcommittee
chair for each major area of responsibility. The vice-chairperson is re-
sponsible for the budget and assists the chairperson in coordinating the
activities. (All chairs, sub-chairs must be active members)

Theme/Logo, Welcome Bags and Speaker Gifts
Volunteers

Golf/Sports Events

Association Night

Opening Session

Tuesday Night Event

Hospitality Suite

President’s Reception

Transportation, if necessary

Each subcommittee chair is responsible for the completion of the tasks
assigned to that subcommittee. Each committee member is assigned to
one or more of the subcommittees.

Purpose, Goals and Action Plan

Purpose:

Goal:

Plan of Action:

To plan and organize various events and activities to
be held in conjunction with the annual conference.

To enhance the annual conference by providing
events and activities where delegates will become
acquainted with other attendees in a friendly and en-
joyable atmosphere. These events add to the educa-
tional value of the annual conference by allowing at-
tendees to share their professional experiences with
colleagues and others.

To establish subcommittee assignments:

To develop a theme and logo that will give an identity
to the annual conference



To memorialize the conference by providing welcome
bags to delegates and customized gifts to speakers.

To plan and organize various events and activities;
such as golf and sports tournaments, president’s re-
ception, association night event, opening session,
Tuesday night event, and hospitality suite.

Chairperson and Vice-Chairperson Responsibilities

The chairperson is responsible for coordinating all major aspects of the
committee including: establishing meeting times, chairing committee meet-
ings, assisting subcommittee chairs with coordination of assignments, re-
porting activities and results to all committee members, presenting reports
to the FGFOA president and Board of Directors, and preparing articles for
the FGFOA Newsletter.

The chairperson is responsible for reviewing and recommending changes
to the committee’s purpose, goals, and plan of action, as listed in the As-
sociation Membership directory. Recommendations should be reviewed
by the committee as a whole, and any changes forwarded to the Board of
Directors for approval and inclusion in the next membership directory.

The chairperson attempts to attend all FGFOA Board meetings and is re-
sponsible for preparing and presenting a report of committee activities for
all Board meetings. If the chair is unable to attend, arrangements should
be made for the vice-chairperson or the liaison to present the report at the
Board meeting

The chairperson is responsible to summarize all committee activities for
the year and present an annual report to the membership at the annual
conference business luncheon.

The chairperson shall meet with the incoming chairperson and president
to communicate his/her experience and concerns to facilitate an orderly
transition. This meeting should occur either before or during the annual
conference.

The vice-chairperson is responsible for the budget and the activity calen-
dar, fills in for the chairperson when needed, and performs other duties as
requested by the chairperson.

Subcommittee Chair Responsibilities

Each subcommittee chair is responsible for preparing and presenting re-
ports to the committee chair on the progress of the respective subcommit-
tee. Any meetings or conference calls necessary to accomplish the duties
of the subcommittee are the responsibility of the respective chair.

Member Responsibilities



Committee members are responsible for assisting their subcommittee
chair with organizing assigned event at the annual conference.

Meetings and Attendance

The Conference Host Committee may hold an organizational meeting at
the annual conference to discuss goals and objectives for the year.

The use of conference calls and e-mail to conduct the business of the
subcommittee is strongly encouraged.

Terms

All members are appointed for a one-year term.

Membership Roster

A listing of each committee member including mailing address, telephone
number, FAX number, E-mail address, will be compiled and distributed to
all committee members.

Budget

An allocation is included in the annual budget for expenses associated
with committee meetings. This allocation may be used for meals and oth-
er incidental expenses related to committee meetings.

Changes to Purpose, Goals, and Action Plan

The goals, as recommended in the Board’s strategic planning session,
shall be conveyed to the committee at the organizational meeting during

the annual conference and may be revised during the year as determined
by the Board and the president.

Conference Events Development

A.

Subcommittees

The membership of the committee will be divided into subcommittees. A
typical subcommittee format is listed below. This format may be revised
by the chairperson to accomplish the committee’s assignments.

e Theme/Logo This subcommittee will develop the conference theme
and a logo. Welcome Bags
The committee secures a vendor for the welcome
bags and speaker gifts, as well as printing the bags
and gifts with the conference logo.

e Volunteers The subcommittee is responsible to secure volunteers
from the local area, as well as schedules volunteers
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Golf and
Sports Events

Association

Night
Opening
Session

Tuesday Night
Event

Hospitality
Suite

President’s
Reception

Transportation

Tasks

for events and activities.

This subcommittee organizes and schedules a golf
tournament on Sunday morning and may organize
tennis, jogging or other events as well.

The event is scheduled for Sunday night. Itis an
opportunity for delegates to network with their peers.

This subcommittee is responsible to schedule the
Color Guard, National Anthem, Invocation, and the
Welcome address from the mayor.

This subcommittee is responsible for planning and ex-
ecuting the Tuesday night event. This may include
Transportation, food, beverages, entertainment, and
scheduling.

This subcommittee will be responsible to acquire
all food, beverages, and volunteers to
staff the hospitality suite during the conference.

This subcommittee will organize the Saturday night
president’s reception. This is a limited invitation re-
ception that will be held for approximately 100 invited
guests.

This subcommittee, if established, seeks and provides
transportation services as required by other
sub-committees.

Committee Chair

a. Prepare reports to the Board and Newsletter articles.
b. Work with meeting planners to develop deadlines to submit
data and materials to meeting planners.

C. Update the president, and administrative staff, as necessary.

d. Prepare agenda and minutes for committee meetings.

e. Follow up with subcommittee chairs and meeting planner on
pending items as needed.

f. Coordination with other committees is important. The Confe-

rence Program Committee and the (Sponsors and Exhibitors
Committee??) will require input from this committee and vice

versa.

g. Propose to the meeting planner and to the FGFOA Board
any budget amendments, if required.



h. Conduct a tour of the conference hotel with subcommittee
chairs to assess facilities, and become familiar with hotel
contractual terms.

i. Provide event sites and menu selections to the conference
planner for final approval.

J- Consult with meeting planner as to the need for volunteers

during the conference.

K. Transfer of power - The outgoing committee chair should
meet with the incoming chair to provide information and pass
on the committee notes. This should occur at the annual

conference.

2. Subcommittee Chair
a. Make presentations at committee meetings.

b. Take steps necessary to plan and organize assigned event
or activity.

C. Communicate with committee chair issues that may need
his/her guidance.

d. Schedule meetings and/or calls with subcommittee members
to see that assignment progresses as scheduled.

3. Members
a. Communicate with subcommittee chair by attending meet-

ings, by e-mail or by phone.
b. Perform duties assigned by subcommittee chair.
C. Timeline

1. Organizational meeting - Normally held at the annual conference.
Early organization is a key element to the success of this commit-
tee.

2. The first substantive meeting should be scheduled by early August.
Members are assigned to subcommittees at this meeting. Tasks of
subcommittees are explained.

3. A report for the Board meeting held at the end of July is due based
on a date provided by administrative staff.

4, A tour of the conference hotel should be conducted in September to
assess facilities.

5. Theme and logo should be finalized in November by the Board
meeting is held at the School of Governmental Finance.

6. A recommendation for fees, selection of sites for sports tourna-
ments and conference events, keynote and other opening ceremo-
ny speakers must be made in January.

7. A Board meeting is held in February.

8. Recommendation of speakers, gifts and welcome bag selection
must be finalized by March.

[l Minutes Minutes of each meeting should be maintained for use by the next
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VI.

chair and committee.

Reports A report is required for each Board meeting and at the direction of
the president.

Correspondence - Copies of all correspondence should be maintained in the
committee notebook.

Newsletters An article about the progress of the committee is needed for each
issue of the Newsletter. The deadlines will be provided by the
administrative staff.

Appendix  This section contains any forms used to accomplish the transmittal
of information and articles for the Newsletter.



