Facilities Chair
The Facilities Chair is responsible for coordinating Convention facility needs with the hotel such as room set up for meetings, activities, breakout sessions, dinners and the audio-video needs for education session presenters and contests. This individual should be local to the host city and very detailed oriented.  This is a very active role during the Convention with some preparation prior to the event.
*Refer to the “Set Up” tab on the “Master Timeline” and refer to the “District Procedures Manual” and the “District Convention Planning Guide” as guides for room set up) and event needs.  
[bookmark: _GoBack]Facilities Chair will collaborate with the District Director (DD), Program Quality Director (PQD), Convention Chair (CC), Key Note Speaker, Dignitary Guest (if presenting), Educational Session Presenters, Credentials Chair, Education Sessions Chair (ESC), Friday Fun Night Chair (FFNC), Hospitality Chair (HC), Marketplace Chair (MC), Registration Chair (RC) and Hotel Staff.  
Tasks – Duties include:  
· Introduce yourself to the Hotel contact person and Event Chairs early on
· Verify and introduce yourself to the individual assigned by PQD to oversee the sound system (microphones, headsets, speakers, etc) for Contests
· Consider visiting the hotel convention site to meet the hotel contact in person and walk the hotel and grounds to get a good understanding of layout and potential issues we may need to address (ex: how easy/difficult it is to navigate the grounds and locate rooms, parking availability, etc)
· Confirm set up needs of RC, MC and Credentials Chair.  Coordinate and organize with hotel contact and staff
· Obtain the Marketplace room layout chart for exhibitor tables from MC to arrange with hotel contact person and staff
· Confirm requests for AV needs and room layout with each Education Session Presenter, Key Note Speaker, District Director, FFNC, and any additional presenter on the agenda.  (Present requests to PQD and CC for approval)
· Coordinate and organize approved AV needs and room set up with hotel contact and staff
· Obtain certificates of appreciation for presenters and room monitors from CC and deliver to the education session rooms and meeting rooms (to be awarded following each session/meeting)
· Obtain evaluation forms from ESC and distribute them among the education session, meeting, and presentation rooms	
· Obtain certificates of appreciation for Key Note Speaker and Dignitary Guest (if presenting) from CC.  Confirm where/when these will be awarded and deliver accordingly.
· Confirm Head Table and District Director Table list and layout for luncheon and banquet with PQD and CC
· Obtain Head Table and District Director name place cards from RC and deliver to the dining room and put them out per seating chart (see manual)
· Coordinate room set up and Head Table and District Director Table arrangements with hotel contact and staff.
· Notify the Servers/Hotel staff of color coding for lunch and dinner entrée options
· Assess what signage will be needed for the Convention (ex: signs for the Education Session Rooms, to assist attendees with navigation of hotel, Friday Fun Night activity, Registration table, etc.)  
· Confirm what signs the hotel will provide and present a proposal for anticipated costs for PQD and CC approval.  
· Create/print approved signs.  Deliver and set up signs at the convention.
Key Items to note:
AV and Room Requests:
Confirm all presenters have requested the equipment and room set up they need in order to present at least one month prior to the convention.  Any last minute requests for AV or room changes must be approved by the CC or PQD  as these may result in additional charges assessed by the hotel for items requested outside the negotiated contract.  
Room Set Up:
You may wish to form a committee to assist you at the Convention.  Be sure to instruct your committee that ONLY the CC, PQD and the DD can authorize/request the hotel to do something as such requests may result in additional costs.  
One month out, confirm approved AV needs and room layout with hotel contact.
Verify each Room Setup on the day of the event.  Work with the hotel staff to make sure room is properly set. Test AV equipment and note any issues that may need to be addressed.  
As Facilities Chair you will work closely with the hotel staff in making the physical arrangements for all events and sessions of the conference. This means working with event site personnel to provide platforms, lecterns, audiovisual and other equipment needed for individual sessions. 
Make certain speakers’ equipment and room layout needs are met. Refer to the “District Procedures Manual” and the “District Convention Planning Guide” for suggestions, detailed room charts and layout diagrams.   A chart  should be prepared for every meeting, including banquets, education sessions, special events, annual meetings and entertainment (approved by the PQD and CC) and provided to the hotel contact person and staff early in your conference planning.  If possible, arrange for meeting rooms to be fully set up the night before the events. Then check the set-up at least an hour before an event begins.
Conference Banquet:
The banquet is the showcase event for a district conference. The banquet provides the opportunity to allow an international officer or international director to give a keynote address. It’s also an opportunity to recognize outgoing and incoming district leaders and any special guests in the audience. 
Refer to the “District Procedures Manual” and the “District Convention Planning Guide” for layout and seating chart for the Head Table and District Director Table.  If room allows, guests of the dignitaries may sit to the right of their partner. If it is the last district conference of the year, it may be appropriate to seat the incoming district director, program quality director and club growth director at the head table as well.
Contest Set Up:
Confirm contest needs and preferred room layout with PQD. You may also refer to the “District Procedures Manual” and the “District Convention Planning Guide” for room layout charts (PQD has final say).   
Contestants are typically seated at a reserved table on the floor in front or in a row of chairs along the side, or rear of the room.  If approved, the speech contest is conducted on a stage - a platform separate from the head table. Ideally, the contest platform is located on a side of the room opposite the head table. Place the timing device in front of the platform, clearly visible to contest speakers. 
Typically, there is one head table with dignitaries and their guests and a secondary table for Division Directors and their guests. (Guest seating at these tables is available if room allows.  Confirm with Hotel contact person and get PQD approval.)  In most instances, the district director, program quality director, club growth director, the immediate past district director, and any international officer, international director or region advisor are seated at the head table.


