Program Production Chair
The Program Chair is responsible for designing and printing the Convention Program.  This individual requires the technical and design skills necessary to produce a quality program booklet, attention to detail and the temperament and availability to respond quickly in the six weeks to two weeks leading up to the Convention.  
Program Production Chair will collaborate with the District Director (DD), Program Quality Director (PQD), Convention Chair (CC), Registration Chair (RC), Advertising Chair (AC), Education Sessions Chair (ESC), Friday Fun Night Chair (FFNC) and Facilities Chair (FC).
Tasks – Duties include:
· Design Program Cover which promotes the Convention Theme (final draft approved by PQD and CC) 
· Create graphics to enhance the program booklet
· Confirm Convention Agenda with PQD and CC
· Confirm Contest Agendas with Contest Chairs, PQD and CC
· Confirm District Business Meeting Agenda with DD and PQD
· Confirm Advertisements for program placement with AC
· Verify Contestants for Speech Contests, Table Topics and Evaluation Contest with PQD
· Confirm Education Session topics and Speaker Information with ESC
· Confirm Friday Fun Night information with FFNC
· Design Program Layout (to be approved by PQD and CC)
· Confirm anticipated number of attendees with RC to determine number of programs needed for event.  Provide quote for program printing costs (including number of pages and recommended paper weight, type and color) for PQD and CC approval.  
· Order printing of approved programs and arrange for delivery one week prior to the Convention.
· Provide programs once printed to RC to include in registration packets and make available at the Registration table.
· Design promotional flyer in similar style to Program cover (approved by PQD and CC) to be shared electronically and in print to promote the Convention 

[bookmark: _GoBack]Key Items to note:
Program:
When creating the Program, keep in mind this booklet will become a keepsake for some attendees, particularly award winners, contestants in the speech contests, table topics and evaluation contests, district officers, and those wishing to commemorate the event.  
The Program is a first impression of the Convention and helps set the tone for what the attendees can expect.  It is more than an agenda and a hotel map (although these are useful).  It represents all the best of District 35 and what the Convention has to offer.  
Layout to include:  Convention Location; Host city points of interest; Event dates; Hotel map; District Director Note and Welcome; Host city Welcome (by city official); Key Note Presentation Topic (include Speaker photo and bio), Advertisements (Business ads, Member ads, Club ads), Convention Committee Members, Save the Date notices of upcoming District events, Note Pages and Convention Agenda to include:  Contests (including Contestants and contest agendas), Meetings, Education Sessions (include topic, speaker photo and bio), Activities (ex: Friday Fun Night, Banner Parade, Networking, Market Place, etc.) and Breaks noting all room locations and times.   

		 
