Convention Jobs

Planner

· finds location/hotel/negotiations

· program (w/ host)

· setup of testing rooms

· find speakers—incl opening (w host)

· order buses – airport, excursions

· Headquarters room

· equipment and setup for tests, bowls, quizzle, and speakers

· sponsor’s meetings

· registration packet

· recruits host if necessary

· food

· sends invoices to national office

· budget (w/ hosts, GC and National Office)

· return all equip to national office

· student delegate duties

· sponsor duty roster

· assign rooms for schools

· hospitality for new sponsors

· orders scan sheets
· assigns delegates duties
· donations
Scoring Room Committee

· Runs the Scoring Room

· takes care of scantron machine

· Coordinates with Test Coordinator

· Runs results and gets to schools – with Test Coordinator

National Office

· Reviews and approves all contracts

· Helps Hosts select Convention Planner and Test Coordinator

· Helps with negotiations on contracts, when necessary.

· Reviews and approves all site visits

· Receives checks from hosts and pays bills

· Arranges insurance—with Planner

· Pays Test Writers

· Puts Convention Results and Tests Online

Host

· order trophies, setup 

· deals with online registration

· schedule (w/ planner)

· chalk talk – setup rooms, schedule

· arranges excursions

· copy center and copying during convention

· determines events, topics for tests, etc.
· order t-shirts 

· designs logo

· patches

· orders and prints name tags 

· handle all medical and release forms

· collect checks and mail to national office

· setup sponsors packets for arrival and departure

· get all supplies (pencil sharpeners. paper, pencils, etc)

· plan mixers/evening events (w/ planner)

· door prizes/donations

· get walkie-talkies

· Copies tests and orders scantron sheets.

Test Coordinator

· runs dispute center, selects dispute center people

· arranges for tests-including answers after each test

· recruit test writers

· directions for proctors

· Make CD and distribute into sponsors’ packets

· Provides a list to National Office of all test writers, their address and what tests they wrote.  Anyone earning more than $599 will have a 1099 sent and amounts are reported to the government for tax purposes.

