PALOMAR DISTRICT CONVENTION ( PROCEDURE)


	To:  FUNDRAISING COMMITTEE
	From:  

	Date:  
	Event:  Palomar District Convention


EVENT SPECIFICS

	Event
	Annual DISTRICT CONVENTION

	Date
	

	Time  (event only)
	9:15 a.m. to 2:30 p.m.

	Time- Set Up 
	All volunteers to arrive by 8:00 a.m. 

	Time- Event
	8:30 a.m.- Registration  9:15 a.m. Call to Order

	Location
	

	Ticket Cost
	$______includes:  Morning goodies, lunch, door prizes.  A program is given at registration along with a door prize ticket.  

	Deadline for Event Budget
	January Executive Board 

	Deadline for Reservations
	 (no more than two weeks prior to event)

	Reservations sent to
	

	Seating capacity
	100- estimate 80 attendees

	Questions? Contact (2)
	

	Apply for permit from the state Attorney General
	Already done

	Volunteer Assignments
	Project Chairman 

	Event MC
	Project Chairman- 

	Room Rental
	

	Reminders & Follow Up on Volunteer Assignments (Project Chairman)
	


THEME ETC.
	Theme/focus
	

	Event Colors
	

	Dress
	

	Food
	

	Service Project
	


ORGANIZE EVENT…PAPERWORK…MISC. ACTIVITIES

Assignments:
                            


Committee/Club:                  Volunteer:

	Procedure PACKET
	
	

	Flyers
	
	

	Opportunity Permit/Cost/Sales
	
	

	Registration FORM
	
	

	VIP Invitations
	District President
	

	Program and Ticket design/printed (Door Prize ticket stapled) 
	Committee 

	

	District Banner 
	District President
	

	Award Certificates
	Dean of Chairmen
	

	Misc. Supplies ***Everyone to check with chairman prior to purchase
	
	

	Volunteer Reminder e-mails/calls
Chairmen Reminder e-mails/calls
	
	

	Project Recap to Clubs
	
	

	Resolution of Appreciation, CCAE
	Resolutions Chairman
	


DOOR PRIZES


Assignments:
                        


Committee/Club:                  Volunteer:

	Door Prizes-purchase/get donations (10)
	
	

	Door Prize Tickets- Use District Fundraiser  “KIT”

**Staple to Program
	
	

	Set Up Door Prizes
	
	


FOOD…MORNING GOODIES AND LUNCHEON

Assignments:
                       


 Committee/Club:                  Volunteer:

	Food (ready to serve)
	
	

	Food Supplies (paper goods etc)
	
	

	Food Servers- Sign Ups
	
	


HOSTESS CLUB ASSIGNMENTS
Assignments:
                       
                              Committee/Club:                  Volunteer:
	
	
	


SET-UP…ROOM & TABLES
Assignments:
                         

     Committee/Club:                       Volunteer:
	Greeters (3)
	
	

	Registration Table (2)
	
	Shirley Ledda and ??

	Table Decorations

	
	

	Table Favors-


	
	

	Table Favors set on Table
	
	

	CredentialsTable 
	
	Ann Lygas

	Tables for Donations
	
	

	Raffle Basket Table 
	
	Rita Christie


OPPORTUNITY DRAWINGS

Assignments:
                       


 Committee/Club:                  Volunteer:

	Opportunity Permit, Costs & Sales
	
	Shirley Ledda

	Opportunity Supplies- Use District Fundraiser “KIT” Kit includes:  Tickets, Containers & Club Signs
	
	

	Opportunity Ticket Sellers (2)
Club Assignment
	Clubs
	

	Receive & Set Up Opportunity Baskets.  Use District “KIT”
	
	Rita Christie

	Opportunity Baskets, $25 or more value
Club Assignment
	Clubs
	


AMENITIES-ENTERTAINMENT-SPEAKERS
Assignments:
                       


 Committee/Club:                  Volunteer:

	Guest Speakers 

	3rd VP Programs
	Myrna Binford

	Amenity (Speaker) – N/A
	3rd VP-Programs
	Myrna Binford

	Amenity (Special Guests & Past District Presidents) 
	District President
	

	Amenity (1st Timers @ Convention)
	2nd VP-Membership
	Doc Hensdel

	Report Certificates
	
	Robin Scheuer &Claudia LaBarge


OTHER  IMPORTANT NOTES
“Reserved” sign for tables – _________________
Reserve table for past District Presidents and District Guests

All Fundraising Committee members should arrive by ________________  

Registration can begin any time after __________a.m. to avoid long lines.

Registration Table – sign = “Data Blanks Here”

Donation Table – sign = “Donations Here”

Make Reserved Signs with Club Names

(clubs will be assigned tables)   ????
Table for 10 door prizes

Two 6’ tables

 (see Standing Rule 9 for fundraising activities at District Convention)

___________seated at head table next to podium
 CONVENTION PROPOSED BUDGET
	Event
	Date
	Estimated Attendees

	District Convention
	
	80


	Income:
	
	
	
	
	In-Kind Donations

	Ticket Sales
	
	
	
	
	

	Tickets-Past Dis Pres
	
	
	
	
	

	Opportunity Sales
	
	
	
	
	

	Monetary Donations
	
	
	
	
	

	Total Income
	
	
	
	
	

	
	
	
	
	
	

	Expenses:

	
	
	
	
	

	Room Rent
	
	
	
	
	

	Flyers
	
	
	
	
	

	Program
	
	
	
	
	

	Morning Goodies 
	
	
	
	
	

	Lunch - Food
	
	
	
	
	

	Table Decorations
	To be sold after event 
	
	-0-
	
	

	Door Prizes 
	
	
	
	
	

	Table Favors
	
	
	
	
	

	Opportunity Baskets
	Club Assignments
	
	
	
	

	Opportunity Costs
	District FR Kit
	
	
	
	

	Entertainment//Speaker
	
	
	
	
	

	Installation Expenses
	
	
	
	
	

	Amenity + Lunch
	For Installing Officer
	
	
	
	

	Awards/Certificates
	
	
	
	
	

	Misc.  
	
	
	
	
	

	Total Expenses
	
	
	     
	
	


TOTAL ESTIMATED PROFIT:   $
*We will be paying $ -------- for each reservation guaranteed.
“No Shows” will be billed to the respective club.  
Volunteer Assignments:  
	District Convention Volunteers
	Total # Volunteers needed per task

	Date:  
	Time:  Starting at        AM – Call to Order at           AM


	Task & Arrival Time
	
	Name
	Telephone/email
	Club Name

	Tables, Table Amenities, Raffle Baskets etc. Set Up and Clean Up 
	1
	
	
	

	“
	2
	
	
	

	“
	3
	
	
	


Registration Check in for Attendees:   ???     AM (or earlier if necessary)
	 

	Registration-Check In
	1
	
	
	

	“
	2
	
	
	

	

	Door Prizes and -set up 
	1
	
	
	

	Opportunity Baskets- set Up
	1
	
	
	

	

	Opportunity Ticket Sellers 
	1
	
	
	

	“
	2
	
	
	

	

	Draw/deliver Opportunity Basket Winners 
	1
	
	
	

	“
	2
	
	
	

	“
	3
	
	
	


PALOMAR DISTRICT
DISTRICT CONVENTION
Club Luncheon Registration Form

LUNCHEON:  $







Date:     


DEADLINE                   (TWO WEEKS Prior to event)



Club:     


Mail Registration Form to:  Rosalía Zamora (see address below)

Total Attendees:      











Form completed by:      


Phone     

 Email:     




Check payable to:  Palomar District      


 
Check #         Total $     
Please mail checks to:  








 

Questions?  Call Chairman:  


Registration





	Name
	                                                                           Phone                                                                                
	Vegetarian
	Gluten-free meal
	Sugar-free Dessert

	
	     
	     
	
	     

	     
	     
	     
	
	     

	     
	     
	     
	
	     

	     
	     
	     
	
	     

	     
	     
	     
	
	     

	     
	     
	     
	
	     

	     
	     
	     
	
	     

	     
	     
	     
	
	     

	     
	     
	     
	
	     

	     
	     
	     
	
	     

	     
	     
	     
	
	     

	     
	     
	     
	
	     

	     
	     
	     
	
	     

	     
	     
	     
	
	     


Vegetarian entrée, gluten-free meal, and sugar-free dessert will be provided on the day of the event only upon advanced request on this form!
	Project:   Palomar District Convention    VOLUNTEER HOURS             
PLEASE PRINT


	Event Date: 

	Name
	Club
	Total Number of Hours to date
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