Host Committee Roles and Responsibilites
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Host committees often serve several main roles for the district convention.   Some typical roles of the committee include:

· Fundraising to help offset event expenses
· Serving as volunteers onsite for all logistical needs for registration, plenary and workshop sessions, social events and meals or banquet
· Assisting to find local celebrities, municipal leaders or heroes for potential speakers

· Provide premiums, favors or gift bags for convention attendees from locally donated products

· Help promote the event by visiting clubs

· Working directly with the area convention and visitors bureau

· Organize companion and family programs and field trips.  They may work directly  with the Companion Program Coordinator, or have a member of the host committee serve as this coordinator

· Serve as liaison with hotel staff for logistical needs of all events and banquets
· May host an opening reception on the first day of the convention
· May assist with registration and compiling the registration packets 

· May assist to find local advertisers for the convention program guide booklet

· Assist to find entertainment for social events; musical, comedian, etc
· Staff the information booth for attendees

Convention Information Booth and Floating Hosts

· Work information booth during opening day registration

· Station personnel throughout all of the traffic areas of convention venue to direct traffic and offer directions

· Direct attendees to registration or sessions as needed

· Be ready to answer frequently asked questions

· Have additional facility maps available at all times

· Know where hotel services are located: restaurants, restrooms, internet availability, etc. 

General Hosting Accountabilities for Plenary, Workshop/Seminar, Meals, Fundraising and Entertainment Functions – Work with affiliated coordinators  

· Wear host committee chosen attire to be easily recognized by attendees

· Direct convention attendees into the ballroom, assist VIP’s as assigned to reserved seating

· Arrive fifteen minutes prior to door-opening time

· Provide traffic control at the doors

· Assist attendees who have special needs

· Make sure all who enter are wearing a badge

· Assist late comers to seats

· Monitor door traffic in and out while session is occurring for minimal interruption

· Be aware of who is presenting at the session where you are assisting

· Complete a head count at the beginning of the session and at midpoint

· Manage event evaluation form distribution and collection

· Be ready to assist attendees to other concurrent sessions if multiple are occurring at the same time

Workshop Hosts   -  Additional considerations:
· Make sure that meeting room is neat

· Make sure room is stocked with any arranged items:  pens, paper, water, candy

Meal Event Hosts – Additional considerations: 

· Assist with decorations
· Be familiar with the meal event; if it has special activities, be ready to fill additional hosting roles, i.e. fundraising during meal

· Arrive fifteen minutes prior to door opening for any final instructions
· Be aware of any special seating arrangements for VIP’s and head tables
· Work with Meal Coordinator and be ready to assist for those with special dietary needs or specially ordered meals
· Creates signs and table place holders

Entertainment Hosts – Additional considerations:

· May need to assist entertainers with instructions for arriving at the venue, where to unload equipment, directions to venue site

· Works with hotel site staff for setup as required

· Assists with decorations

Companion Program Hosts – Additional considerations:

· Assists attendees who are going “off-site” for a side trip.

· Assists with bus loading or other locally provided transportation

· Assists at off-site venue to direct traffic and keep all attendees in a group

· Makes sure that all parties get back to the site venue at the conclusion of the Companion Program
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