Tips for the Finance Chairperson
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The Finance Chairperson works closely with the Host Committee Chairperson and Convention Chairperson in price negotiations and compiling the budget which helps to determine the cost of registration.  Here are a few tips to manage the financial responsibilities for your convention.
· There should be a limited number of authorized signors on the account 
· Use previous convention budgets as a basis for preparing the current budget
· Negotiate for complimentary conference and banquet rooms if a specific quantity of room- nights reservations are met
· Also request a complementary hospitality room
· Review the master account daily
· Ask for some donated rooms if agreed upon quantity of room-nights is met
· Ask for complimentary rooms to be based on the cumulative room/nights for the entire event, not just the per day room count
· Contract suites, mini-suites and special rooms for dignitaries
.  

· You may want to include $3-5 within the planned registration fee for ALL attendees as an insurance policy for unforeseen events 
· Include taxes, labor costs and service charges when estimating expenses.
· Remember to include the expense of the guest speakers and other dignitaries’ meals gifts and housing
· Consider seeking sponsorship to offset expenses for the event
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