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Executive Summary

This document is intended for the use of Canadian Progress Clubs who are hosting or considering hosting a National Convention. The contents include suggestive tasks and time lines for preparing to host a National Convention, mandatory protocols that must be adhered to, sample agendas for compulsory events, a sample of a schedule of events and a generic budget and cash flow projection. 

I would like to thank the following for their contributions: Janet Merrick, Karen Cooke and especially Penny O’Rourke.

Brian Spilchen

Chairman

Convention Preliminary Task List

Year 1: Bid Preparation Phase (6 to 12 months prior to the Bid)

Prepare bid budget 

Obtain club approval

Establish Bid Committee

Review National requirements and guidelines

Prepare preliminary budget

Identify venue; establish location (city / area); inspect potential venues; request and obtain quotations; select venue and lock-in costs

Develop theme for the bid 

Recruit early sponsorship

Acquire/Prepare promotional material

Acquire promotional paraphernalia

Plan Hospitality Night

Arrange hospitality night

Prepare and deliver info package to National at Convention 

Send promo package to club presidents

Present material at National Convention 

Host hospitality night

Celebrate successful Bid!
Convention Preliminary Task List 

Year 2: Event Preparation 

Establish Convention Committee

Treasurer

Establish Convention Bank Account

Determine Convention expenses and registration fee and compare to budget

Publicity and communications

Develop Convention web site design and coordinate with registration form and payment

Prepare Year 2 Convention Presentation (video/verbal Etc)

Design and order tee-shirts / memorabilia

Hotel Liaison

Finalize booking of venue 

Registration

Develop registration system (online etc) and registration form

Sponsorship

Establish Sponsorship Program 

Solicit Sponsors

Friday Hospitality Suite at next years convention (prior to yours)  

Convention Preliminary Task List 

Year 3: Detailed Convention Planning (12 months prior to Convention) 

Review Convention Committee members

Chairperson Responsibilities


Establish regular committee meeting schedule  

Treasurer Tasks (could combine with registration)

Prepare and submit final budget to Regional VP/National

Compare to budget etc

Host Friday Hospitality Suite


Budget, theme, etc  

Sponsorship

Solicit additional sponsors

Ensure sponsor publicity commitments are included in other committee members plans (handbook)

Ensure sponsors deliver on commitments and visa versa

Program, Publicity and Communications

Prepare presentation and giveaways for National Convention

Implement convention web site/maintain and update/Finalize letterhead and forms

Design Convention Handbook

Design Convention Program

Design Convention nametags

Establish special function (ie CFCP lunch/offsite event) agenda and printed material

Design overnight newsletter process, and format

Solicit / schedule news reporters

Hotel Liaison

Finalize hotel room requirements (ie block numbers and days)

Finalize ballroom, banquet and meeting room requirements

Finalize catering requirements

Finalize support requirements - audio visual, PA, and flags

Solicit pre-registration at prior Convention

Design registration package “goodie bags”(events, coupons, giveaways, etc.)
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Year 3: Detailed Convention Planning (12 months prior to Convention) 

Hospitality Night Coordinator (for clubs hosting suites at your convention)

Establish form for hospitality requirements and hotel details (ie food; entertainment) 

Confirm/solicit club sponsors and finalize plans and book as required

Entertainment and Meals

Develop detailed plan for each and every event

Presidents Ball Coordinator

Develop detailed plan

Chairperson Responsibilities

Program, Publicity and communications

Communicate schedule, logistics, activities and event themes Etc

Registration

Prepare and assign staff to registration desk

Acquire equipment to execute registration

Transportation Logistics

Develop plan to get to/from Airport to convention site and any off-site events

Arrange service provider (ie buses); Coordinate and schedule volunteers with other clubs

Solicit and track arrival times

Welcome desk at airport (establish peak travel times)

Coordinate VIP transportation for National President Etc

NATIONAL CONVENTION PROTOCAL
HEAD TABLES

Friday CPCF Luncheon

MC

CHAIRPERSON OF FOUNDATION

SPECIAL GUESTS

PLUS ANY REQUESTS FROM FOUNDATION CHAIRPERSON

FROM 6 TO 10 PERSONS

(CPCF to instruct)

Canadian Flag and Progress Flag (progress flag on the right as you face it)

Saturday Annual General Meeting (AGM)

NATIONAL PRESIDENT ELECT

ATLANTIC REGION NATIONAL VICE-PRESIDENT

CENTRAL REGION NATIONAL VICE-PRESIDENT

GREAT PLAINS REGION NATIONAL VICE-PRESIDENT

WESTERN REGION NATIONAL VICE-PRESIDENT

SECRETARY-TREASURER

NATIONAL EXECUTIVE DIRECTOR

PARLIAMENTARIAN

NATIONAL PRESIDENT

National President would sit either on the end or in the middle depending on where he/she chooses to have the podium and mike.  This would be determined by the placement of the head table. 

Remarks from National Executive Director. 

Make sure you remember to have pads of paper, pens water and water glasses at the head table for the meeting. Any other request would come from the National President.

The following people are required for the Saturday morning AGM.

Accreditation/Elections Officer

Parliamentarian

A member to do the invocation.

All of the above are appointed by the National President and should be notified well in advance of the convention along with a copy of their duties, covered in the Blue Book.  Copies of the invocation are also printed in the Blue Book section of the National website.  It is a good idea for the Convention Chairperson to have the names of these people in advance 

NATIONAL CONVENTION PROTOCAL
Saturday Awards Luncheon

MC FOR THE LUNCHEON

NATIONAL PRESIDENT ELECT

SECRETARY-TREASURER

NATIONAL EXECUTIVE DIRECTOR

NATIONAL PRESIDENT

PAST NATIONAL PRESIDENT

AWARDS CHAIRPERSON

SPOUSE OF ANY OF THE ABOVE

A podium & microphone is required as well as a table directly in from of the head table to hold any awards being presented along with the badges for the incoming National Vice-Presidents.

Saturday Evening – President’s Ball and Awards Dinner

MC FOR THE EVENING

NATIONAL PRESIDENT

OUTGOING NATIONAL PRESIDENT

NATIONAL PRESIDENT ELECT (THE PERSON ELECTED AT THE AGM)

SECRETARY-TREASURER

NATIONAL VICE PRESIDENTS OF ALL REGIONS:


ATLANTIC


CENTRAL


GREAT PLAINS


WESTERN

AWARD CHAIRPERSON

NATIONAL EXECUTIVE DIRECTOR

SPOUSES OF ANY OF THE ABOVE.

A podium and mike required center of head table.  Tables required in front or to the side of the head table to hold awards being presented.

All Canadian provincial flags and video.

NATIONAL CONVENTION PROTOCAL
Flags and Banners

Canadian Flag to be present at all lunches and dinners as well as the AGM Saturday morning.  This flag will then be used to carry in for the Saturday evening Flag Ceremony.

Club banners to be hung as quickly as possible, no later than for Friday breakfast.  Also CPCF Banners to be hung for CPCF Luncheon on Friday.

Head tables will enter the room for Friday, CPCF luncheon and Saturday Awards luncheon with either music or hand clapping.  Head table for Presidents Ball will be lead in by a piper (RCMP) followed by the Flag ceremony.

Lunches and dinners sample agenda:

Head Table enters

MC to introduce person giving Grace (to be done in English & French)

Introduce person leading in O’Canada. (For Presidents Ball O’Canada is on the Flag Ceremony video.

MC to do toast to Queen, Canada & Progress (this is to be done with water glasses).

Head Table and guests are seated.

MC introduces guests at head table.

Coffee breaks - confirm

Friday Luncheon (sample Agenda)

Head Table Enters

MC to introduce person giving the Grace (English and French)

Introduce the person leading O’Canada

Head Table and Guests seated

Introduction of Head Table

Dinner

The following part of the Agenda would be determined by the Chairperson of CPCF: speakers and their order of speaking

Awards  

NATIONAL CONVENTION PROTOCAL

Saturday Luncheon (Sample Agenda):

Head Table enters

MC to introduce person giving the Grace (English and French)

Introduce the person leading O’Canada

Toast to the Queen, Canada and Progress

Head Table is introduced 

Dinner

Presentation to National Executive Director by National President

Certificates to Outgoing Board Members by National President

Induction of Incoming National President by National President (outgoing)

National President (just inducted) presents outgoing President with plaque, pin and badge

New National President now takes over and gives speech

Induction of new board by National President

A portion of the awards given out at this time

Announcements

Adjorn until Saturday Evening

NATIONAL CONVENTION PROTOCAL

Saturday Evening President’s Ball And Awards Banquet (sample Agenda)

Pipe in Head Table

Flag Ceremony with Video (16.5 minutes in length and including O’Canada)

MC to introduce person giving Grace (English and French)

Introduction of Head Table

Dinner

Reintroduce Outgoing National President who will speak on his/her year

The remainder of the awards to be given out at this time

Thank you to the Host Committee

Announcements

CONVENTION SCHEDULE OF EVENTS (sample)

Wednesday

Time



Event







9:00am – 11:30pm

CPCF Meeting







10:00am – 2:00pm

Golf Tournament







12:00pm – 10:00pm

Registration Desk Opens






 1:00pm – 5:00pm

CPC National Board Meeting






Times posted


CPCF Silent Auction







7:30pm – 2:00am

Host Entertainment Event

Thursday

7:30am – 9:00am

Breakfast






7:00am – 7:00pm

Registration Desk Opens





Times posted


CPCF Silent Auction







9:00am – 10:30am

Central Region Meeting






9:00am – 10:30am

Great Plains Region Meeting






9:00am – 10:30am

Western Region Meeting






9:00am – 10:30am

Atlantic Region Meeting






9:00am – 10:30am

PNPAC Meeting (Past National Presidents Advisory)


10:30am – 12:00pm

CPCF Education Seminar






10:30am – 12:00pm

Educational Seminars/Workshops

12:15pm – 2:00pm 

Lunch & Key Note Speaker





2:15pm – 5:00pm 

CPCF Meeting continued






6:30pm – 11:00pm

Dinner and Entertainment

11:00 – 2:00am

Hospitality Suite 

Friday

7:30am – 9:00am

Breakfast







7:00am – 5:00pm

Registration Desk Opens






Times posted


CPCF Silent Auction







9:00am – 10:30am

Educational Seminars/Workshops

12:00pm – 2:00pm

CPCF Luncheon – 






2:15pm – 4:00pm

New Officers Seminar







2:15pm – 3:45pm

Educational Seminars/Workshops

6:30pm – 11:00pm

Dinner and Entertainment

11:00pm – 2:00am
Hospitality Suite (hosted by previous year’s National Club of the Year)

CONVENTION SCHEDULE OF EVENTS (sample)

Saturday

7:00am – 9:00am

Registration Desk

7:30am – 9:00am

Breakfast

8:00am – 9:00am

AGM Credentials desk opens






9:00am – 11:30am

AGM









11:30am – 2:00pm

National Awards Luncheon and Installation of Officers

Times posted


CPCF Silent Auction






2:30pm – 5:00pm

CPC National Board Meeting




5:30pm – 6:30pm

President’s Ball & Awards Dinner Reception



6:30pm – 10:30am

President’s Ball & Awards Dinner



10:00pm – 11:00pm

Pickup/pay for Silent Auction Items





11:00pm – 2:00am

Hospitality Suite hosted (next year’s convention hosts)




Sunday

8:00am – 10:00am

Pre-registration (next year’s convention)





8:00am – 12:00pm

Pick up banners at desk






9:00am – 11:00am

Farewell Brunch





CONVENTION BUDGET (sample)

The Convention Committee is responsible for the preparation and adherence to a Convention budget.  The budget must be prepared and submitted to the National Board according to established timeframes.  The budget should include all sources of revenue and expenditures.  A contingency for unanticipated expenses should also be part of the expense budget. 

Revenues:

Convention Registrations

Sponsorships

Donations

Total Revenues

Expenses:

Administration



Computer Equipment



Credit Card Charges



Office Supplies



Miscellaneous



Liability Insurance for events



Contingency Expenses


Convention Bid Process


Education



Guest Speakers 


Educational Kits

Entertainment


Daily activities


Hospitality Suite


Marketing



Convention Handbooks



Daily Newspaper



Registration Forms



Registration Kits


Transportation



To and from Airport



To offsite events

Venue Costs



Meeting Rooms and other set up costs (if not included)



Audio Visual Equipment

Meals and drinks



Coffee Breaks



Hospitality Suites

CONVENTION  CASH FLOW (sample)

In addition to the budget, adequate planning of a Convention should also include a cash flow projection that determines when cash revenues will be expected and show when expenditures are likely to occur.  It is important to have the cash resources to cover off expenses that occur prior to the receipt of revenues such as hotel and other deposits required prior to the collection of convention registrations. 

	Cash In Sources:
	Jan/XX
	Feb/XX
	Mar/XX
	Apr/XX
	May/XX
	Jun/XX
	Jul/XX

	Sponsorship Funds
	
	
	
	
	
	
	

	Registration
	
	
	
	
	
	
	

	Donations
	
	
	
	
	
	
	

	Total Cash Collected
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Cash Expenditures Out:
	
	
	
	
	
	
	

	Hotel and other deposits
	
	
	
	
	
	
	

	Purchases
	
	
	
	
	
	
	

	Total Cash paid out
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Beginning Cash Balance
	
	
	
	
	
	
	

	Add: cash collected
	
	
	
	
	
	
	

	Less: cash paid out
	
	
	
	
	
	
	

	Ending cash balance
	
	
	
	
	
	
	


Summary

While the host club has much latitude in the organizing of a National Convention, there are some specific events that are required.  It is hoped that this convention planner will assist Canadian Progress Clubs in the privilege of organizing a National Convention.        

