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A. Name
· Convention Manager
B. Purpose

· The purpose of this code is to help the individual who is selected to the position of Convention Manager.

· The code shall serve as a guide and reminder of certain responsibilities and actions which should be taken by the Convention Manager in the best interests of the Association.

· The code should help to standardize practices and acquaint the Convention Manager with his/her responsibilities.

C. Organization

· The Convention Manager is a one-year commitment.

· Eligibility:  The Convention Manager must have had one year of continuous membership in SHAPE SD.
· The Past-President, in consultation with the Executive Director, will solicit a Convention Manager as part of the Convention Bid process. 

D. Duties:

· The Convention Manager assists the Past-President and the Executive Director in all aspects of on-site convention planning and operation.

· Assist the Executive Director in securing the convention headquarters.

· Work with the Past-President, Treasurer and Executive Director in developing the convention budget.

· Work in collaboration with Executive Director and President to arrange the following convention facilities:

a. Motel/hotel accommodations

b. Meeting rooms

c. Registration area

d. Display and exhibit areas

e. Storage space

f. Etc.

· Assist in assuring Equity, Diversity and Inclusion (EDI)

· Arrange for needed equipment and supplies:

a. Projectors and screens

b. Videotape, audio tape, CD players, microphones

c. Chairs

d. Tables

e. Registration materials

· Arrange personnel and schedules for (including responsibility list):

a. Registration desk/reception area

1) Check with Executive Director/Registration Chair for needs (i.e. extension cords)

b. Registration personnel — recruit & schedule

1) Assist Executive Director/Registration Chair/Treasurer with registration

c. AV and Equipment persons for presentations/demonstrations

1) Organize AV & equipment

2) Place AV & equipment in rooms as needed

d. Door prizes

1) Solicit door prizes

2) Organize door prize events

e. Set-up and Take-down crews

f. Student/professional volunteer help

g. Exhibits manager — see Exhibits Manager Responsibilities

h. Packet stuffing crew

i. Sponsorships for breaks, etc.

1) Acquire sponsorships for meal functions, breaks, entertainment

j. Develop a list of signs to be made:

1) Room/door signs with session listed by title, time, (day)

2) Directional signs needed for off-site sessions/meetings, etc.
3) Changes, as needed:  in room assignments, times, etc.                          

k. Welcome Social Committee

1) Organize food and drink in Executive Director’s suite

l. Meal function/convention decorations

1) As per request of Past-President

m. College Credit Coordinator

1) Contact college for requirements, necessary forms, etc.

2) Forward information to Executive Director for Convention Flyer (suggestion: forward to Convention Flyer editor)
3) Meet with convention attendees at beginning of convention (those who want college credit) 

4) Collect and review all required materials

5) Submit information to college

· Assist the Executive Director to schedule and assign facilities for all sessions and activities. (Suggestion: Assist convention planners…committee?)
· Arrange for the following meal functions:

a. Convention meals and associated entertainment/program

b. Pre-convention board meeting meal and/or refreshments

c. Post-convention board meeting

d. Breaks

· Work with the Exhibits Manager and Executive Director regarding space, display area, etc. availability. Determine place and space to be used.

· Work with Executive Director and/or Registration Chair in arranging for and setting up registration facilities and procedures.

· Request equipment and facility needs from the Executive Director.

· Assist the Executive Director to provide identification badges and/or ribbons for members, speakers, guests, and exhibitors. (suggestion: Registration Chair)
· Provide for convention "giveaways" if desired (t-shirts, vendor coupons, chamber of commerce information, etc.)

· Maintain appropriate correspondence with speakers, presenters, etc.
· Complete the following post-convention activities:

a. Provide for convention evaluation

b. Submit bills to the SHAPE SD treasurer

c. Return all equipment and supplies

d. Develop a convention report

e. Work with Past-President to write thank-you letters

· Plan for decorations/entertainment at meal functions.

E. Other specific duties:

· Develop Convention Manager's progress report and attend the Fall/Winter, Spring and Pre-convention Executive Board Meetings.

· Arrange for appropriate transportation as necessary.

· Reserve all rooms and special facilities for the convention. This includes:

a. Gyms

b. Pools

c. Classrooms

d. Exhibits display areas

e. General session room

f. Off-site session/activities

g. Etc.

· Develop session schedule around classes, meetings, and other programs that may be utilizing the convention facility.                                                                                                                                                                    

· Forward the equipment assignment schedule to appropriate personnel.

· Assist Executive Director in developing a program chart to aid in scheduling section offerings to allow for rotation of times (morning, afternoon) and days.

· Assist in the development and editing of the program schedule.

· Arrange for speakers to welcome the convention (Mayor, President of the University, Superintendent, etc.)       

· Work with Executive Director and Past-President to arrange convention publicity.                               

· Refer to Annual SHAPE SD budget for budget needs.
· Advocate for the promotion and support of quality physical education, health, and physical activity across the state and work with Advocacy Chair as needed (see Advocacy Operating Code).
Exhibits Manager Responsibilities:

· See Convention Exhibits Manager Operating Code
Executive Director’s Responsibilities:
· See Past-President’s Operating Code
Past-President’s Responsibilities

· See Past-President’s Operating Code
Convention Planning Schedule

Two years out:  Solicit Convention Bids (present bids for voting at Convention General Session)

Dec.
Identify local committee members

            Identify convention program book editor

Jan.
Identify rooms for meal functions/socials, activity sessions, lecture sessions, board meetings, and exhibits.

Develop convention status report to be given at the Fall/Winter Executive Board Meeting. 

Feb. 
Arrange motel reservations for the President, the Executive Director and courtesies for keynote speakers

Apr.
Develop Spring Executive Board meeting convention status report


Develop skeleton convention schedule


Arrange for Board of Directors to present greeting at the General Session/meal functions


Contact printer for programs

May
Prior to the Spring Executive Board Meeting, develop a preliminary program schedule, to include sessions and all other functions

June
Develop and edit preliminary program: forward to program book editor

July
Develop and print convention flyer.  Send copies to be distributed at appropriate/related conferences (Example: SDHS Coaches Clinic)

Obtain mailing labels from state Department of Education

Aug
Locate and assign equipment as needed


Finalize meal arrangements (menu, room set-up)


Publicize statewide

Sept.
Identify set-up, take-down, take-back, etc. crews


Finalize General Session arrangements (equipment, etc.)


Finalize programs and send to printer


Have directional and informational signs printed

Oct. 
Pick up programs and other printed materials


Send reminders to Board of Directors 
Identify final meal counts


Meet with all volunteers 

Pre-Convention:

Post signs


Organize registration packets


Set up registration, and exhibits areas. Registration will begin one hour prior to the pre-convention workshops.


Distribute equipment to appropriate sites

During Convention:

Registration opens one hour prior to the start of the first session.


Be available as trouble-shooter re: room assignments, equipment changes, etc.

Post-Convention:

Submit bills to Treasurer



Return equipment, etc.


Develop convention report that includes a detailed description of expenses, as reflected in the line item SHAPE SD budget, as well as convention income


Write thank-you letters

Convention Bid Package
(This section is also included in the Operating Code for the Executive Director)
Suggested information needed from the convention site to determine if the site meets the needs of the convention.

· Minimum of 40 sleeping rooms 

· Meal accommodations for 100 - 125 people; cost, menu, space, amenities, dance area, etc.  Two meals (i.e. lunch/banquet; lunch/breakfast)

· Meeting room rental (try to negotiate $0 for room rental since we have meals & sleeping rooms)

· Cancellation Policy

· Comp room/s (usually suite)

· Minimums:


4 meeting rooms (2 large activity rooms; 2 lecture rooms)



Large room for meal functions (seat 100 - 125 at round tables) 



Suite for welcome social (Executive Director’s room—usually complementary)



Exhibit area to accommodate 10 exhibits with electrical outlets



Registration area



AV equipment -- projectors, video players, etc.



Sound system for general session


· Bid procedure: All bids for the Convention would be received prior to the convention two years in advance.  The bids will be presented and voted on at the General Session.

NOTE:
(1) 
The annual SHAPE SD Convention is to be held annually (with preference to the fall, one of the last weeks in October or first few weeks in November)as determined by the state athletic championships (schedule between volleyball and football, published on SDHSAA website) unless otherwise voted on by members at large.

(2) 
SHAPE SD budgeted money may not be used to purchase alcoholic products.

Refund Policy for Conventions/Workshops


SHAPE SD will NOT make refunds on registration.  

Convention Exhibit Fees

The following is the fee for exhibiting at the annual SHAPE SD Convention. 



$100 – Commercial/Profit Booth (person attending)



$  50 – Not for Profit Booth (person attending)  


Free: health.moves.mind with SHAPE America will receive a free booth



Free – American Heart Association & Central District SHAPE America
The convention exhibit chair will inform exhibitors who present that no sales may occur during their session(s).  Exhibitors will be provided a link to access online convention program as part of their exhibit fee. Exhibitors who wish to join in the lunch or banquet must pay an additional fee.
Convention Sponsorships

Perks for convention/workshop sponsors must be approved by the Executive Committee.

SAMPLE SPEAKER AGREEMENT

This agreement is between the Society for Health And Physical Educators of South Dakota and _____________________________________ (speaker).
Speaker:

Speaker’s Name_____________________________________________




Speaker’s Address___________________________________________






   ___________________________________________

Function:



Date:




Time:


Location:



Agreement:
Terms of agreement will include parties responsible for travel, room, meals and stipend.  The SHAPE SD Executive Committee will decide the terms of the contract.

Further agreement:
If the presenter is unable to complete the described presentation, the presenter will forfeit the stipend and will reimburse any travel expense incurred by SHAPE SD.  If weather conditions prevent the presenter from completing the described presentation, the presenter will forfeit only the stipend.

___________________________

__________________________

Name (Speaker)

SHAPE SD Executive Director

Return by _________ to:
SHAPE SD Executive Director






Address

NOTE:  
A COPY OF THE SIGNED AGREEMENT SHOULD BE FORWARDED TO THE SHAPE SD TREASURER. (c.c.: SHAPE SD Past-President and the Convention Manager)
Sample:  SHAPE SD
Convention ‘To Do’ List

------------------  Day 1 – Wednesday, November X  ----------------
Registration Table

	What?
	Who?

	(
	Obtain/Prepare list of those who pre-registered
	

	(
	Print name tags for members
	

	(
	
	

	(
	Print name tags for exhibitors 
	

	(
	Obtain name tag holders 
	

	(
	Obtain bags to stuff convention items into
	

	(
	Bring Central District Convention promotional flyers for stuffing in registration bags
	

	(
	Arrange for Door Prizes
	

	(
	Prepare convention programs
	

	(
	Stuff registration packets (Tuesday evening or Wednesday)
	

	(
	People to staff the table from: 10 to noon, Wed 
	

	(
	People to staff the table from:  noon to 6, Wed –meeting
	

	(
	People to staff the table from: 7:30-9, Thursday morning  
	

	(
	Have tables and chairs available for the registration area
	

	(
	Have electricity available at registration area
	

	(
	Bring laptop computer and printer for registration for nametags etc.
	

	(
	Prepare list of those who still owe for membership
	

	(
	Prepare list of current members for cross-checking registrations
	

	(
	Prepare list of ‘special’ registrants (e.g. speakers from ND who have been told they do not need to join SHAPE SD) 
	

	(
	Collect funds and write receipts for on-sight registrations
	

	(
	Collect College Credit forms
	

	(
	
	

	(
	
	


Board Meeting – 1-6 p.m. (XX Room)
	What?
	Who?

	(
	Prepare Agenda and facilitate the meeting
	

	(
	Take notes for meeting minutes
	

	(
	
	


Pre Convention Training – 1-6 p.m. (XXRoom)
	What?
	Who?

	(
	Facilitate the training
	

	(
	
	


Additional Pre Convention  – 1-6 p.m. (XX Room)
	What?
	Who?

	(
	Facilitate the Training
	

	(
	
	


---------------------  Day 2 – Thursday, November X  -------------------
Late Registration – 7:30-9 a.m. - Registration Area
	What?
	Who?

	(
	People to staff the table 
	


Fun Run/Walk - 7:30-8:30 a.m.  - Lobby
	What?
	Who?

	(
	Be present in the lobby at 7 to provide instructions
	

	(
	Help hand out shirts (Before?  After?)
	

	(
	Monitor route (safety concerns?)
	

	(
	
	


During sessions

	What?
	Who?

	(
	Be in attendance at start of session to see that the presenter has what they need
	

	(
	Prepare signs for posting outside the room that lists the title of the program and the duration (e.g. “Project Alert” 10 to 10:50 Thursday, Nov 6, Lake Francis)   Size?
	

	(
	
	


Exhibits/Door Prizes – 8:30-9 a.m. Thursday, November X
	What?
	Who?

	(
	Obtain prizes
	

	(
	Obtain container with names
	


Lunch/Annual Business Meeting? 12-1 Thursday, November X
	What?
	Who?

	(
	Confirm Lunch count (by ?? a.m. ??)
	

	(
	Election of Officers
	

	(
	Reports?  
	

	(
	
	


Exhibits/Door Prizes – 3-3:30 p.m. Thursday, November X
	What?
	Who?

	(
	Obtain prizes
	

	(
	Obtain container with names
	


Awards Banquet, Thursday, November X
	What?
	Who?

	(
	Confirm Banquet count (by ?? a.m. ??)
	

	(
	Solicit nominations/monitor selection process
	

	(
	Order actual awards
	

	(
	Send letters congratulating award winners
	

	(
	Prepare Awards program
	

	(
	Prepare banquet remarks and introduce Awards Chair
	

	(
	Closing Remarks
	


Social - Thursday, November X
	What?
	Who?

	(
	Be present in the lobby to give directions
	

	(
	Be present at the bowling alley to organize the activity
	

	(
	
	


-------------------  Day 3 – Friday, November X  -------------------
New Board Meeting  – 7-8 a.m. Friday, November X
	What?
	Who?

	(
	Prepare the agenda and facilitate the meeting
	

	(
	Take notes for meeting minutes
	

	(
	
	


Session Set-ups  a.m. Friday, November X
	What?
	Who?

	(
	Post session info outside doors
	

	(
	
	


Exhibits/Door Prizes – 9-9:20 a.m. Friday, November X
	What?
	Who?

	(
	Obtain prizes
	

	(
	Obtain container with names
	


NO longer do: Lunch, 12:15 p.m.  Friday, November X
	What?
	Who?

	(
	Confirm Lunch count (by ?? a.m. ??)
	

	(
	Closing Comments
	

	(
	
	


HPER Discipline Council (SD Board of Regents Institutions)  (Time/Location?)
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