Tips for the Host Committee
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You serve as the local network connection for the rest of the Convention Committee. You may be asked to host the opening reception, gather community-specific information regarding local venues and recreational attractions and assist with developing contacts with local media outlets to help promote the Lions convention.  It is a great way to draw positive attention to the Lions organization. 

Here are some tips:

· Dress similarly so that you are easy to find (hats, golf visors, lanyard ribbons, matching shirts)  

· Go over some frequently asked questions you may receive from attendees – ATM’s, parking, driving directions, nearby restaurants, pay phones, etc.
· Make sure that the Convention Chairperson also has a copy of the committee’s schedule  
· Create a hotel contact list
· Keep  plenty of hotel maps available for attendees

· Do a walk-through of the hotel so that all are aware of all event locations
· Keep the meeting room setup request form completed for each break-out session 

· Prepare a head table list for each plenary, business and banquet functions
· Create a complete list of session posters and signs and a placement map and schedule
· Make sure you have easels from hotel or know exact size required for hotel wall frames  for signs – they are often set up to accept an 8.5 by 11 inch piece of paper
· Make a calendar for each day of session assignments so that the entire team knows 

· Work with program chair/plenary , break-out and banquet coordinators to assist with guest speakers
· Work with registration and finance chair to have a bank of cash available at the registration table
· Create a security schedule if you have an exhibit hall 

· Have an early morning meeting to cover each day of the event
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