Registration Chair
Your role is to organize and manage the convention registration process.  The ideal individual for this duty is very detailed oriented, member-focused and good with MS Excel.  This is one of the major responsibilities on the convention committee and will require several assistants.  This role requires early involvement with increasing activity leading up to convention.
Refer to the “Registration” section in the D35 Conference Guide manual. 
[bookmark: _GoBack]Registration Chair will coordinate with the: Program Quality Director (PQD), Convention Chair (CC), District Finance Manager (DFM), Facilities Chair (FC), Public Relations Chair (PRC) and the Manager of the D35 Website and Newsletter 
Tasks – Duties include:  
· Create registration form and set up online registration 
· Track club registrations, member registrations, complimentary attendees (such as Registered Dignitaries) and meal selections 
· Maintain spreadsheet of all registrations - paid and protocol.  Track any reimbursements which are done thru DFM
·  Regularly report attendance numbers and meal selections to CC and PQD
· Collect and deposit registration fees with DFM
· Make color coded meal tickets for entrée options 
· Make name tags for attendees.  
· Gather and/or purchase (with CC and PQD approval) plastic holders and lanyards for name tags.  Check with PQD as to what D35 can provide and with the PRC what the Chamber of Commerce can provide.
· Create Registration packet to include: name tags, meal tickets, conference program and agenda, awards/pins and ribbons, first-timer ribbons and optional items such as candy, flyers, coupons, etc.  (Note: some items may require purchase, such as envelopes, paper, etc.  Prepare an expense request for these items and submit to CC and PQD for approval).  
· Create place cards for Head Table and District Director Table name/place tags – get to FC for set up at event
· Determine set up needs for the registration table (number of tables, electrical outlet, signs, etc) and provide to FC to arrange 
· Create list and gather items needed for Registration desk (Be sure to include and print approximately 20 copies of registration forms for walk-ins (10 for contest only), and 8 club reg. forms).
· Organize staff for the convention registration table to assist you 
· Prepare cash box	 for walk in registrations and onsite club registrations.  Get seed money from DFM
· Track walk-in registrations and onsite club registrations.  Report these to CC and PQD
· Create MS Excel “Revenue & Expense Tracking Form” for CC and PQD to maintain and track income/expenditures for convention audit		
Key Items to note:
Staffing the Registration Table:
Staff the Registration Table with local, enthusiastic Toastmasters to greet our attendees.  You are our convention’s first impression.  There should be 3-5 people staffing the registration table Friday night and during open registration on Saturday.  The table should have a minimum of two staff at all times during open registration periods.
Registration desk staff should be informed that the only people authorized to address facility requests/issues with the hotel staff (such as extra meals, audio/visual needs, room set up, etc) are the District Director, PQD and the CC.  Hotels may apply additional charges for additional requests.  
If a disagreement should arise at the registration table instruct your staff to refer the individual to you for resolution.  If you are unable to resolve the matter within your authority, ask the individual to discuss the matter with the CC.  
After the conference, package up all registration forms and other related paperwork and deliver it to the PQD or the CC before leaving the convention site.


Registration Table Set Up:
Prepare a spreadsheet for the registration table that lists all registrants including: name; addresses; phone number; club name and number; amount paid and meal selections.  
There are rare occasions when reimbursement is owed (ex: individual paid the individual meal price vs the lunch & dinner combo price or paid the individual registration fee when the club registration was paid waiving that fee).  Please note any reimbursements due here too.   
 This spreadsheet will make it easy for the registration staff to check off each person as they arrive, and correct any meal ticket issues and identify any reimbursements owed.  All reimbursements should be handled by you as the RC, the CC, PQD or DD.  
Work with the DFC to secure the cash box (District has a box) for walk-in registrations.   Other items to consider:  drop box for evaluation forms, return box for name tags and lanyards, Lost and Found center, etc.
Walk-Ins:
If members do not register ahead of time, they can register at the event (as space allows).  However meal tickets may or may not be available.  
Guests:
Guests are always welcome at Toastmaster events.  Member attendees may choose to bring a guest and pay their guest’s registration fee (if applicable) and meal fees with their registration.  Walk-in members (those who did not pre-register) may also bring and register guests,paying applicable fees and meal choices, as space and meal availability allow.  
If someone asks to attend a contest only (ex: relatives and/or friends of a contest speaker, table topics contestant and/or evaluation contestant) such requests can be accommodated for a $5 guest registration fee.  Some chairs will be provided along a wall for these people to sit.  *Note this is not included on the registration form. Please notify the CC, PQD and FC of “contest only” guests.

Meal Tracking:  
The hotel typically requires an expected meal count one week prior to the convention.  A final meal count is typically required 3 days out (Tuesday before the convention).  *Note:  30% of the registrations often come in within the last 10 days.
You as Registration Chair will work closely with the CC and PQD the last week providing updated meal counts.  Each meal ticket sold after the 72 hour deadline must be carefully tracked and allowed only if meals are available.  Discuss post deadline requests with CC and PDQ before accepting.  Hotels typically offer a 3%-4% margin of flexibility for the final meal count (approximately 3 – 4 meals).  
Meal Tickets:
Print tickets on heavier paper stock about the size of a business card but small enough to fit within the name tag holder. (Many people tuck them in there for the day.)   
 Tickets should clearly identify the meal choice.  Each entrée selection should be represented by a different color paper with the word “Lunch” or “Dinner” plus the entree choice (ex:  Lunch – Chef Salad or Lunch -Lasagna)   Advise the CC and FC what color represents which dinner/entrée choice for both Lunch and Dinner.
Name Badges:
Make sure the “NAME” on the badge insert is large and easy to read.  Making the first name BOLD and larger than the last name is best.  Include designation level for members.  Denote Guest name badges with a different color and the word GUEST on the lower portion of the badge insert.




