CONVENTION FINANCIAL ISSUES

Hosts are responsible for submitting a preliminary budget to the Governing Council two years prior to their convention.  A more finalized budget must be submitted at the July Governing Council meeting, one year prior to the convention.  Any important updates or major changes in the budget after this time should be discussed with the Executive Director as soon as they are known. Some items such as the buses, AV, trophy or shirt pricing may be difficult to know a year ahead of time. Some Hosts add 10% to the standard costs incurred by prior conventions to cover pricing unknowns.  Some add a MISC line item for $2000 to cover any shortfalls.  Since the cost of the convention is usually set in the fall prior to the convention, it is important to have close estimates for as many of the large line item expenses by then, if possible.

 The Executive Director of Mu Alpha Theta will help with hotel, food, and convention facility contracts.  The National Office should also be notified of any large expense contracts that are being discussed, such as for buses or AV. It is best if the Executive Director cosigns on these contracts, since checks will be issued by her/him.  All contracts should be reviewed by the National Office before any negotiations are completed.

Below is a list of expenses from four conventions for comparison:

	     2006 Fort Collins, CO
	
	 
	
	     2007 Tampa, FL
	  
	 

	
	Estimated
	 Actual
	
	
	Estimated
	 Actual

	Rooms
	$192.00 
	$228.95
	
	Rooms
	$200.00 
	$202.02 

	Meals
	$221.00 
	$221.43
	
	Meals
	$245.63 
	$254.42 

	Snack bag for excursion
	$1.00 
	$0.66
	
	Water & Snacks
	$1.50 
	$0.54 

	Excursion/ Busses ($75/hr--7hours)
	$24.25 
	$18.95
	
	Busch Gardens Excursion/ buses
	$53.00 
	$51.35 

	Test Writers and Editors
	$24.80 
	$21.64
	
	Test Writing and Editing
	$25.00 
	$24.50 

	Copy Service
	$1.25 
	$4.15
	
	Copy Machine
	$2.00 
	$1.64 

	Mixer supplies
	$0.85 
	$0.18
	
	D. J./Mixer
	$2.00 
	$1.63 

	Trophies
	$15.85 
	$15.43
	
	Trophies
	$15.00 
	$14.66 

	Site Visits (2)
	$5.50 
	$5.22
	
	 
	 
	 

	Car Rental for conv.
	$0.85 
	$1.25
	
	 
	 
	 

	Early Arrival (4)
	$3.35 
	$3.06
	
	 
	 
	 

	Tee Shirts 
	$7.80 
	$4.99
	
	T-Shirts 
	$7.00 
	$5.18 

	Insurance
	 
	$1.15
	
	Insurance
	 
	$1.16 

	Staff (4)/Hotel Tips
	$4.00 
	$0.99
	
	Staff (4)/Hotel Tips
	$2.50 
	$1.76 

	Door Prizes
	$1.00 
	$1.55
	
	Door Prizes
	$5.00 
	$0.00 

	Shipping
	$0.85 
	$0.49
	
	Shipping and postage
	 
	$0.44 

	Supplies
	$0.85 
	$0.82
	
	Supplies
	$1.00 
	$0.71 

	Patches/ID Holders
	$2.35 
	$3.04
	
	Patches & Name Badges
	$2.50 
	$2.90 

	AV equipment
	$3.35 
	$2.71
	
	A V
	$4.00 
	$4.99 

	Sponsor Gifts
	$2.00 
	$1.89
	
	Sponsor Gifts
	$5.00 
	$4.86 

	Scantrons
	$2.00 
	$0.36
	
	Scantrons
	$0.45 
	$0.33 

	Speakers
	$1.00 
	$0.98
	
	Speakers
	$3.00 
	$0.00 

	Scholarships for da Vinci Contest
	$1.00 
	$0.96
	
	 
	 
	 

	Printing Programs
	$1.00 
	$0.00
	
	Program printing
	$1.50 
	$1.71 

	Test Coordinator
	$8.35 
	$8.00
	
	Test Coordinator
	$11.43 
	$11.50 

	Conv. Funding From MAO
	($50.00)
	($50.00)
	
	 
	 
	 

	Cost
	$476.25 
	$498.85
	
	Cost
	$587.51
	$586.30 

	 2008 Sacramento, CA
	
	 
	
	   2009 Knoxville, TN 
	
	 

	 
	Estimated
	 Actual
	
	 
	Estimated
	 Actual

	Rooms
	$219.32 
	$214.24
	
	Rooms
	$210.00
	$194.75 

	Meals
	$221.00 
	$215.43
	
	Food
	$200.00
	$187.05 

	 
	 
	 
	
	Convention Space/Expenses
	$6.89
	$5.32 

	Raging Waters Excursion/Busses
	$33.42 
	$32.08
	
	Excursion/Dollywood/
	$42.86
	$41.73 

	Test Writers and Editors
	$24.80 
	$19.89
	
	Test Writers/50 Flash Drives
	$20.77
	$13.34 

	Copy Service
	$4.17 
	$6.66
	
	Copier Rental
	$1.54
	$1.42 

	Mixer supplies
	$0.85 
	$2.83
	
	Mixer/Skit Night/ Dance
	$3.85
	$0.74 

	Trophies w/o tax
	$20.83 
	$16.43
	
	Trophies
	$15.38
	$11.33 

	Site Visits (1)
	$1.25 
	$1.17
	
	Site Visit
	$1.54
	$0.25 

	Car Rental for conv.
	$1.00 
	$0.69
	
	 
	 
	 

	Early Arrival (4)
	$3.35 
	$2.64
	
	 
	 
	 

	Tee Shirts
	$6.00 
	$6.85
	
	T-Shirts/Sponsor's Portfolios
	$7.50
	$6.01 

	Insurance
	$1.67 
	$1.16
	
	Insurance
	$1.54
	$1.31 

	Staff (4)/Hotel Tips
	$4.00 
	$5.60
	
	Staff (6) /Hotel Tips
	$4.62
	$1.97 

	Door Prizes
	$1.67 
	$1.37
	
	 
	 
	 

	Shipping
	$0.85 
	$1.18
	
	Supplies & Shipping
	$1.54
	$1.63 

	Supplies
	$0.85 
	$0.35
	
	 
	 
	 

	Patches/ID Holders
	$2.50 
	$2.53
	
	Patches/ID Holders
	$2.53
	$2.23 

	AV equipment
	$3.35 
	$6.53
	
	AV 
	$7.69
	$5.75 

	Sponsor Gifts/reception
	$2.50 
	$2.34
	
	 
	 
	 

	Scantrons
	$0.42 
	$0.61
	
	Scantron Forms
	$0.31
	$0.36 

	Speakers
	$1.67 
	$1.53
	
	Speakers/mugs
	$1.54
	$1.03 

	Scholarships
	 
	$6.24
	
	Scholarships
	 
	$10.85 

	Printing Programs
	$1.00 
	$1.82
	
	Printing
	$4.85
	$3.05 

	Test Coordinator
	$8.35 
	$7.80
	
	Test Coordinator
	$7.76
	$7.75 

	 
	 
	 
	
	Miscellaneous
	$1.00
	$0.66 

	Cost
	$564.82 
	$557.99
	
	Cost
	$543.70
	$498.56 


From the tables above, it is possible to see the kinds of variations that have occurred on each line item’s predicted cost to the actual cost.  When funds remain in the budget by the Thursday of the convention, some may be given away at the last Award Ceremony as Senior Scholarships.

The Executive Director will pay all bills and invoices soon after these are submitted to the National Office.  Some Hosts prefer to have a lump sum available to them for supply purchases.  Often up to $5000 can be given to them and deposited to a checking account that they can use for these purchases.  Some Hosts have taken out a prepaid credit card to use.  All items purchased with these advance monies must be substantiated with receipts and a spreadsheet of these expenses should be provided after the Convention.  Any remaining monies will be returned at that time.  The National Office requests that Hosts not charge large amounts to their personnel credit card.  We prefer that no Host incur finance charges on our account, since these cannot be reimbursed. The Executive Director can pay with the Mu Alpha Theta credit card for items when credit purchases are to be made.  Hosts can get the card number from the office, if necessary.  Charges over $1500 should be made on our card, unless Hosts have the $5000 prepaid to them, as mentioned above.

The Educational Foundation is tax exempt in a number of states, or can apply for tax exemption in the state where a convention will be held.  Please ask the National Office for our tax exempt status in your state before paying sales tax, especially for large ticket items like trophies or t-shirts.  Some schools have used a school account to purchase items in their own state, since they are tax free and our Foundation reimburses the school.  Any such arrangement should be discussed first with the National Office due to possible tax issues.
The Executive Director will be responsible for the final payment of the hotel and for food after carefully reviewing charges.  When all billing is complete, the final Convention Spreadsheet will be provided to the Hosts and the Governing Council.  
The Test Coordinator is paid at the conclusion of the convention.  The Hosts are not paid until all other expenses are paid out and the final account balance for the convention is known.  This usually occurs in late August or early September.  All staff should look into the tax consequences of our payment since we do not withhold taxes or social security.  You will be responsible for these when you pay your income tax.  1099 Misc. Income tax forms will be sent out in the January after your convention.

Line items  

Room cost:   The room cost can be calculated from the minimum number of rooms that must be used to fulfill our contract.  Often hosts assume their convention will draw 500 students and 100 adults.  We assume three to four students per two bedded room and two adults to a two-bedded room.  It is best to not include free room nights in the room cost calculation.  Taxes and other room fees should be included when calculating the cost.  Once the Registration fee for the convention is set, the minimum number of participants needed to pay that amount can be figured to allow us to “break even” on the convention.  It is often helpful to know this number.  

Creating the Rooming List for the hotel is a long, difficult and time-consuming job.  The Host in charge should take care to group as many schools together to alleviate too many sponsors in single rooms, who have not paid for these.  Particular care should be taken not to put friends in unpaid singles.  This sends the wrong message to others.

If we decide not to include room costs in the Registration Fee and will allow schools to book their own rooms, this items will disappear.  In this case, extra rooms should be added to the number reserved to handle the less efficient use of rooms.  Also, no school should be allowed to attend the convention unless their rooms are reserved through our block, thus allowing us to meet our minimum requirements for convention space.
Food cost:  One needs to look at both the minimum food purchase negotiated and the approximate number of attendees expected to determine this line item.  It is important to figure all costs, including taxes and service charges to make sure the amount charged to participants is high enough to cover costs.  Most contracts include set prices and menus to be offered at the convention. It is often possible to negotiate a reduction in the service charges in the contract.  Care should be taken in how drinks are handled in the contract.  Never allow the hotel to add drinks “on consumption”.  
Excursion/Bus cost:  Hosts should make sure to check on entrance ticket prices, including expected increases, before setting this line item.  It is difficult to estimate bus charges exactly, especially when they include a fuel surcharge that depends on the current cost of gas.  However, the bus company can give approximate fees and costs for a group of 600.  Since many companies charge a four hour minimum per bus, it often is better to leave in two groups to a field trip site, if the timing allows this.  School buses are much cheaper than touring buses.  When estimating transportation costs to and from the airport, remember that many of the large groups do not need us to transport them since they arrive before or stay after the convention. Setting up a shuttle type service from the airport is often enough, if the time to drive to the hotel is under 30 minutes.
Test Writers and Editors:  Once Hosts and their Test Coordinator have determined what tests will be needed for their Convention; a budget can be set up.  Remember that Test Writers can be paid $225 - $250 a test and Editors can be paid $50 - $75 per test for proofing, with higher amounts being given for the more difficult exams.  We prefer that writers and editors are not paid more than $599 for their work.  Anyone earning more than this amount will need to provide a social security number to the National Office and will receive a 1099 Misc. Income form in January following the Convention.  Test Coordinators SHOULD NOT plan to proof or write more than one test.  Their job is to find others to perform these tasks.  It is suggested that at least two different people proof exams.  Since tests should be sent out to be written two years prior to the Convention, hosts should have a good idea of the amount of this line item by the time the budget is needed.  Most Test Coordinators include the copy cost in this line item.
Copy Service:  Most hosts will rent a copy machine for use during their Convention.  This often is a machine that can do double sided copies, collate multiple pages, and staple.  Costs are high for these machines and reviewing these costs for past conventions is helpful in settling this line item.  If a copier is not being rented, other arrangements for redoing tests or misprinted pages, should be available close-by.  

Mixer Costs and Supplies:  This line item should include the cost of refreshments, entertainment, door prizes or other prizes, etc.  The only thing the National Office asks is that if this line item is set high, then the hosts should feel a responsibility to provide an event using the funds they have asked students to pay.  Hosts can always add extra refreshments or door prizes for an event that turns out to be under the estimated cost.  Please pass all activities planned for the Mixer or other Social events through the National Office at the start of your planning.  Some activities require us to carry extra Liability Insurance for your event.  We need to discuss this before planning is done.  
Trophies and T-shirts:  Both of these items should be researched carefully prior to setting costs.  The line items should include the cost of shipping the items to the Convention, if necessary.  Even locally purchased items need to be delivered to the hotel.  These costs should be included.  The National Office has a local company in Norman, OK that can help design and make shirts, if the hosts can’t find someone locally to do this.  Our costs for 600 shirts would be in the $4 - $6 per shirt range, depending on the design and number of colors used.  These could be produced tax free to us.

Site Visits/Early Arrival: If the convention is in a city outside of the host’s home city, there will need to be an estimate of early arrival costs and for site visit expenses.  Hosts must coordinate plans for any site visits, names and number of staff, and plans for early arrival with the Executive Director.  The National Office reserves the right to limit these costs to a reasonable amount to control the cost being passed on to attendees.
Insurance:  The National Office will arrange for Liability Insurance coverage for the Convention and we usually leave this line item at $1000 to cover that cost.  Some activities require added insurance.  Please run all ideas past the Executive Director before finalizing plans.  
Staff and Tips:  Hosts should decide as soon as possible on the number of staff needed.  You may provide room and meals to staff as part of your budget.  If you end up using free or reduced price rooms for staff, there may be some money left for minor transportation reimbursement.   Normally we do not reimburse for transportation costs.  DO NOT include the cost of meals or rooms for Convention Hosts in the budget on this line.  Your costs will be covered by the Room and Food line items.  If you have not included the cost of early arriving staff on a separate line, include those costs here.  Also, if you think you will want to provide $25 - $200 tips to hotel or convention center staff that serve you, add that in to this line item.  
Please try to keep the number of staff to a reasonable amount.  Usually staff are housed two to a room.  With rising hotel costs, giving staff single rooms adds a significant amount to your budget. A limited number of free or reduced priced rooms are usually provided in the contract for convention staff.  Hosts should coordinate the use of these rooms with the Executive Director.  After the convention, the distribution of these rooms may be manipulated on the final budget, using some for Governing Council members.
Door Prizes:  Some hosts prefer to ask for donations from local companies for these.  Other hosts prefer to purchase them.  If the line item is added to the budget, then hosts are responsible to using this money for its intended purpose.  Some hosts will wait until the last minute to purchase door prizes, since budget short falls can be covered easily from this line item, should it be obvious that they will exist.

Shipping/Supplies:  The National Office will need to add about $200 to this line item to cover the cost of shipping materials to and from the National Office, such as the Scantron machines, supplies left over from the prior convention, Quizzle sets, a small printer and toner, etc.  This line is usually reserved for shipping of things not included elsewhere in the budget.  The National Office will provide our Fed Ex Account number to Hosts or the Test Coordinator to ship boxes Fed Ex Ground or Freight.  Do not ship US Mail.  Our rates are government rates and much cheaper and more secure. The cost of shipping tests, t-shirts and trophies should be included in their line items.  

Patches/ID Holders:  It is up to the host whether or not to provide a patch.  If ID holders from the prior year are collected, this line item can be reduced.  We often use PC Nametags for this purchase.  The National Office will also purchase ribbons for officers, student delegates, and Governing Council members to add to their ID Holder.  This is a $40 - $50 extra cost that should be added into this line item.
AV cost:   It is best to estimate the number of speakers being invited as early as possible, so their needs can also be estimated.  If Hosts can find outside sources for overhead projector units for the speaker sessions, this is preferred.  Hotels and Convention centers charge large fees for daily rentals.  If possible, some reduction in AV fees should be included during the contract negotiations for the Convention.  Often, if the facility allows outside bidders on AV, prices can be reduced by getting more than the facilities AV provider to bid.  Make sure to include extension cords in the bid.  We often use two large screens and two projectors for Award Ceremonies.  Screens and white boards or flip charts need to be included in your bid.  The National Office can help with the bidding process.
Sponsor’s Gifts/Reception:  It may be possible to find donors to provide funds for these items.  Hosts should have someone designated to send letters to prospective donors for their Convention.  The National Office may also help by contacting organizations that have donated funds or merchandise in the past.
Scholarships:  This line item is usually not put into the budget.  If it is apparent that there will be left over funds from the Convention, scholarships can be given to graduating seniors attending the Convention.  In the past the amount is decided before the last Award Ceremony in a meeting between the Executive Director and the Hosts.  In years that the Educational Foundation provides funds to reduce the cost of the Convention for all participants, there will be no excess funds available for this line item.

Test Coordinator:  The $5000 Honorarium for the Test Coordinator is set by the Governing Council and is not subject to change without their approval.  The Test Coordinator, like the Hosts, will need to provide a social security number to the National Office.
