Creating a Successful Convention

Introduction

Welcome to the wonderful world of convention planning.  There are many joys to be had from planning and producing a state convention.  It’s exciting to land that big speaker and thrilling to watch the registration numbers rise.  There is no greater compliment than to have someone say “Thank you.  I had a wonderful time.”


For several years Colorado had been running small, two-day conventions with some great speakers but low turnout.  The last three years, we have changed the format and the advertising of the convention.  Last year’s convention was termed by many people as one of the best and most professional state conventions they had attended.  The biggest complaint was that there was too much to do and too much to see.


We didn’t come by our knowledge by magic.  We studied other conventions, including some outside of the political realm, and worked on a few ourselves before attempting to take over the Colorado convention.  After three successful years we feel that we know enough about the planning and production of conventions to put it in writing.  It is our hope that you will be able to learn from our experience and produce a successful convention in your state.


In this workbook, we will share with you some of the successes and failures of the Colorado convention.  You will find samples, examples, hints and warnings.  There are ideas that will work for you, and others that won’t work for you.  Use this workbook as a guideline and use your imagination to make it yours.  Remember, good conventions grow over the years.


This book is designed with the medium-sized convention in mind.  While there will be ideas which can help all conventions, the book is geared to a convention of 80 or more people – one where there will be more than just business conducted.

Good Luck!

Michele Poague and BetteRose Ryan

Libertarian Party of Colorado

2002

(For questions and/or comments, please contact BetteRose at 303-410-0904, or BetteRose@aol.com)

Step 1

Choosing The Right Convention For Your State

Every state is unique.

Nothing gives you a better working knowledge than asking your membership what they want.  Colorado has about 4,000 registered Libertarians spread over 108,000 square miles.  For some members, our convention is the only time they speak to another Libertarian; and, for others, 250 miles is just too far to go for a weekend.  Your state may be much smaller or much larger; your membership higher or lower; your density higher or lower.  Maybe you have only one center of population; maybe you have several.  All these things should be considered when using this book.

Determine whom to invite.

Look back at your previous conventions.  How well were they attended?  Get the actual numbers if possible.  Take a hard look at your membership numbers.  Do you have a list of dues-paying members?  Are people allowed to register as Libertarians and do you have access to the voter registration list?  Can you get mailing lists from other like-minded groups that may want to attend?  What is the total number of all these names?  Colorado advertised to 2,800 people in 1998.  The convention had an attendance of 90+.  In 1999, both numbers were up; and in 2000, the mailing list was increased to over 4,000.  Figure 60% of your activists and maybe 1% to 2% of your inactive people will attend IF you have a convention that gives valuable information and is fun.  Don’t fool yourselves with these numbers.  Remember that distance does matter.  Smaller states may have a slightly higher turnout and larger states may have a slightly lower turnout.  Your budget depends on being realistic.

Decide how to invite your attendees.

Shoot for the moon when you advertise!  If they don’t know about it, they can’t attend.  How well were your past conventions advertised?  In Colorado, prior to 1998, the only real source of advertising was done through our monthly newsletter.  The attendance was up over 30% with a much higher per ticket cost because, in part, a flier was sent to everyone on the mailing list.  We also sent an additional postcard to our dues-paying members as a reminder.  You may be able to place flyers and signs at local book stores and on college campuses.


Don’t overlook small newspapers and newsletters.  Some newspapers and radio stations offer public service announcements (PSAs) for free.  We had a small write up in a major newspaper in both 1998 and 2000.  These one paragraph mentions generated over 7 calls and resulted in four to five ticket sales as well as new party members.

Decide where to hold your convention.


What was the location of your past conventions?  In past years Colorado’s convention was held away from the Denver/Boulder area to increase the number of guest room nights, thereby lowering the cost of the hotel space; but attendance was low.  Most hotels also give an additional discount on space depending on the amount of food they serve for the banquets or luncheons, which will save you from having to get so many room nights sold.  If the speakers will draw enough people from a good distance, you may be able to get all of your seminar space for free.  If your food events are a big draw, you should get the room for the banquet free, and may get additional discounts on your seminar space.  Holding a convention where your membership numbers are higher gives you more leverage with the hotel.


If your state has two or more centers of population, not more than 60 to 80 minutes apart, you may want to consider holding your convention between them.  A benefit of holding your event outside of town is that people will have to commit to attending by reserving a room.  A drawback is being able to find a hotel large enough to accommodate your needs.  Keep in mind: if the convention is too far away from any population center, you may actually lower your numbers.


If you are going for the gold for the first time, it is important to hold your convention where you have the greatest chance of attracting attendees.  Once you have established a stellar convention and people know what to expect, you may consider more remote areas.  If a good time is had by all, they will return.

Decide what kind of events to offer.


What was the format of previous conventions?  Was it a one-track convention, with one event happening at all times, or did it offer a multiple choice of seminars at the same time?  Did the speakers have the floor to themselves, as in a lecture?  Were panels offered?  How about interactive workshops?  Can it be improved?


The past Colorado conventions had 4 to 5 speakers for an hour or two with business meetings put in between.  If one didn’t care for a topic, one just sat out.  The revised convention format has three tracks.  Track one is business, a no-charge event.  Track two is philosophy.  Track three is mechanics.  With the exception of the hour for board elections, the keynote speaker, and the closing speaker, we offer a choice of seminars from at least two tracks at all times.


You must decide what you are trying to do with your convention.  Is it strictly business?  Is it to energize activists?  Is it a place to introduce new members to the party’s philosophy?  Once you have decided your objective, resist the temptation to change in midstream.  If you expect to have a large turnout, you can accommodate more objectives.


As you get further into the planning of the convention, you will find there are things unique to your state and your membership.  Make note of these things for future reference.

Decide how much to spend.


Your speaker choices and format will depend greatly on the amount each attendee is willing to pay for a ticket.  Start with a fantasy budget.  Who would you like to have speak?  How many speakers would you like to have?  What meals would you like to include?  How many days do you want your convention to run?  Are you going to have suite parties?  Are you going to honor your activists?  Do you want a dance after the dinner, or professional entertainment?  Go wild with this first budget.

NOTE: If your convention is a one-day, business-only convention, think about what you can include to tempt more people to attend.  Maybe you can offer something special for a small charge.  Utah had a great turnout at their convention, which was business only, and offers a very nice banquet for a small fee at the end of the day.


Divide your budget by the probable attendance numbers.  This will give you a break-even price per attendee.  Once you have your break-even point, you can begin to carve the budget down to what you believe a member will pay for a convention ticket.  The “break-even point” will be explained in greater detail in the budgeting section of this book.


If your break-even point is something already in reach, take another look at the list of budgeted items.  Are they all there?  Take a close look at your expected attendance number.  Is it reasonable?  If your break-even number is still reasonable, you have either planned very well, or you may not be reaching for a high enough goal.

Step 2

Create Your Convention Timeline

Set the date.


Set the date and duration for your convention; then, work backwards.  Make sure you don’t schedule your event on a holiday or against a conflicting event.  It is always important to set the date as soon as possible but especially if you expect 100 or more attendees.  Hotel space at a good rate can become scarce quickly.  Try to set the date at least nine months before the convention is to be held.

NOTE:  Business-only conventions and small, one-day, one-room conventions have much more flexibility since they can be held in public libraries, smaller hotel banquet or meeting rooms, or inexpensive halls.  However, it is still wise to plan the convention several months in advance to allow your best choice of sites, time to advertise, and time to find a good speaker.

Make up a “Jobs To Do” list.


It’s easy to overlook small jobs until it is too late to have someone do them.  At the end of this section you will find our basic beginning jobs list from the 1998 convention.  More jobs will pop up as you continue to plan.  This is especially important if you have few volunteers.  You should have one schedule for jobs prior to the convention, and another for jobs to be done at the convention, and another for after the convention.

Create a calendar.


Your calendar for what you want to get done prior to the convention should include, but is not limited to, an advertising schedule, the date for ordering awards, the date for the hotel search, the date for the convention schedule to be finished, and the date program outlines are done.  At the end of this section you will find our ad schedule from 1998 to give an idea of what your ad schedule might look like.  Our master schedule had timelines for each major and minor item.  Make sure each of your pre-convention volunteers has the time

schedule for the entire convention.  Each can help the others to remember what still needs to be done and when.

Determine your topics.


Create a large list of possible topics for seminars (see Topics For Seminars).  We put these into a list and mailed it with the newsletter, asking people to vote on what they wanted to see at the convention.  This served three purposes.  First, it was a way to advertise the convention and show that the convention would have a new look.  Second, although only 1% of the members replied (about 28), the committee was able to see which topics were hot and which were not.  Last, and most important, it gave the membership a feeling of being part of the convention.

NOTE: While this might not seem important to a business-only convention, asking members to share in some of the planning will give them a stake in the convention, and improve the possibility of them attending.

Design the convention format.


Colorado redesigned their format from a one-track, lecture-style convention to a three-track, panel-workshop-and-lecture combination.  One should plan one track for every 40 – 50 people in attendance, although two tracks even for the smaller numbers will give people choices.  This is important as it adds value to your convention.  Colorado had joined forces with Victory 2000 and had three tracks in 1998.  Many people claimed there was too much to choose from, and it meant smaller numbers for each of our panels.  Speakers prefer full rooms.  Psychologists tell us people like choices, but no more than three.  Keep this in mind when planning your seminars.

Create a convention schedule.


When is the banquet?  When is the luncheon, if you are having one?  When will the convention begin?  Where are you putting the business meetings?  What time are the parties?  Be sure to include at least one socializing event other than the banquet.


Start with a skeleton schedule which gives the times and location of all your main events.  Next, do a basic schedule like the ones found in the convention flyers.  Determine what type of seminar or lecture you want during the various times.  Pencil these into the basic schedule.  As you gather your speakers, you will be able to fill out the schedule with the names of the seminars and speakers.


Past Colorado conventions tended not to have anything scheduled for early morning.  Don’t waste those first hours in the morning, but don’t schedule important issues, lectures, or business before 9 or 10 in the morning.  Give your early risers something to do and your convention will be seen as more valuable even to those late risers.  Colorado has scheduled coffee klatches (round-table discussions) for the first hour on Saturday and the first two hours on Sunday.  These discussions offer another chance for people to interact with each other.  Nearly 40% of our convention attendees show up to these discussions.

NOTE: If your business-only convention has trouble staying on track, or it seems people are slipping out to socialize, this is a good indication that you need to plan a socializing event.  If you already have a banquet and you’re still having this type of trouble, consider adding an

early breakfast or a mid-morning/mid-afternoon break.  Perhaps a coffee klatch before the convention gets started might be a solution.  Be sure to schedule whatever the event is, particularly if it is something that happens before the actual business.  Let people know to expect it.  You might be surprised at how the attendance grows over the years.


From the schedule at the end of this section, you can see the times and location of all seminars and events.  As we worked with the hotel and speakers we have had to move things around.  By knowing ahead of time the number of rooms you have access to and the times for your major events, you can usually adjust the seminars to suit the speakers.

Skeleton Schedule

Friday:

Registration opens at 6:00 pm in Foyer

Comedian starts at 8:00 pm in Tea Room

Saturday:
Registration opens at 7:30 am in Foyer


  
Keynote to speak at 10:00 am in Liberty Room


  
Luncheon at 12:00 noon in Belmont


  
Cocktails at 6:00 pm in Jefferson


  
Banquet begins at 7:00 pm in Belmont


  
Speaker begins at 8:15 pm in Belmont

Sunday:  
Registration opens at 8:00 am in Foyer


  
Business meeting begins at 10:00 am in Liberty


  
Closing speaker begins at 3:00 pm in Jefferson

(For a sample of a basic schedule, please see the schedule in the brochures.)

Step 3

Determine The Budget


This may seem easy at first, but it takes lots of thought.  You mustn’t forget the little things like table decorations for the banquet, the cost of the badges, time pieces (if needed), paper, copying, office supplies, transportation for your guest speakers (including parking and getting them to and from the airport), meals for your guests and volunteers, and audio/visual equipment.  Colorado spent over $500 in these small items, a small amount compared to the entire budget, but significant.


Look at your budget and see where you can find donations to cover costs.  Please be aware of the value of items that are donated to you.  In Colorado, the design work was done in-house, as was all the labor for registration and accounting.  Colorado Liberty donated the advertising space, but our books accounted for these costs and reflected it as donations made from the state party and the convention staff.  By keeping track of these donations, you will better be able to judge the actual cost of the event, and thereby the value of the tickets.  This is crucial to future planning when some donations may not be forthcoming.

NOTE: In Colorado, the convention is run by a committee who accepts financial responsibility.  If your state LP runs the convention, be careful not to violate laws concerning donations.


Start your budget by listing everything a good convention might spend money on.  Your budget might look something like this:

Main Budget Items


Item



Cost


Sub-Total

Total
Advertising:

   Colorado Liberty newsletter



$1,300.00


6 issues 2 pages

$1,100.00 (Don)


design work


     200.00 (Don)

   Newspaper






$   750.00


2 papers 2 inches each

$   700.00


design work


       50.00 (Don)

   Radio/Television





$    400.00


Radio spot


$    300.00


Production cost

      100.00 (Don)

   Direct Mail






$4,300.00


Printing/copying

$2,800.00 ($1400 Don)


Postage


     800.00


Design work


     700.00 (Don)









_________

   Total advertising budget




$6,950.00

   (less donations)





<3,650.00>









========

   Total $ needed





$3,100.00

$3,100.00

Hotel Space:

   Banquet room





$   400.00

   Seminar space





  1,250.00

   Board rooms/suites





     150.00









________

   Total hotel space budget




$1,800.00

   (guarantee 200 meals plus 20 sleeping rooms)

<1,800.00>

   Total $ needed





$     00.00

$     00.00

Food and Beverage:

   Coffee service    
$20.00/gal. x 4 gal.


$     80.00

   Luncheon

  14.50 x 100 guests


  1,450.00

   Banquet

  28.00 x 100 guests


  2,800.00

   Suite party

    7.00 x 40 guests


     280.00









________

   Total food & beverage budget



$4,610.00









=======

   Total $ needed





$4,610.00

$4,610.00

AV Equipment:

   4 extension cords
$  5.00 ea. (4 comp.)


$    20.00

   2 microphones
  10.00 ea. (1 comp.)


      20.00

   1 podium

  10.00 ea. (comp.)


      10.00

   1 video player
  20.00 ea. (Don)


      20.00

   1 television

  30.00 ea. (Don)


      30.00

   1 white board
  10.00 ea.



      10.00

   1 slide projector
   30.00 ea. (Don)


      30.00

   1 CD player

 100.00 (Don)



      30.00

   1 dance floor
 100.00



    100.00









________

   Total hotel space budget




$  270.00

   (complimentary equipment and donations)


<  150.00>









=======

   Total $ needed





$120.00

$  120.00

Speakers (3):

   Transportation


Airfare

$550.00 x 3



$1,650.00


Taxis/shuttle
    16.00 x 3 (Don)


       48.00


Parking
    20.00 x 3



       60.00

   Honorarium

  500.00 x 3 (2 Don)


  1,500.00

   Hotel


    89.00 x 2 nights x 3


     534.00

   Meals

    15.00 x 3 meals x 3


     270.00

   Panel speakers
    50.00 x 30 (30 Don)

  1,500.00

   Comedian

  100.00 (Don)



     100.00









________

Total speaker budget





$5,662.00

   (less donations)





<2,548.00>









=======

   Total $ needed





$3,114.00

$3,114.00

Programs/badges (based on 100 attendees):

   Design

$500.00 (Don)



$  500.00

   Printing/copying
    50.00



      50.00

   Badge holders
    60.00



      60.00

   Ribbons

    60.00



      60.00

   Registration badges
    30.00 (Don)



      30.00

   Labor

  250.00 (Don)



    250.00









________

   Total program & badge budget



$  950.00

   (less donations)





<  780.00>









=======

   Total $ needed





$  170.00

$   170.00

Decorations:

   Exhibit hall






$    50.00

   Luncheon






      30.00

   Banquet






      60.00

   Suite party






      10.00









________

   Total decorations budget




$  150.00









=======

   Total $ needed





$  150.00

$   150.00

Office Supplies:

   Long distance 





$   20.00

   Postage






     10.00

   Printing/copying





     15.00

   Pens, tape, etc.





     20.00

   Exhibits to hotel





     10.00









_______

   Total office supplies budget




$   75.00









=======

   Total $ needed





$   75.00

$    75.00

Staff (7 people):

   Accounting

$1,000.00 (Don)


$1,000.00

   Labor – 300 hours
  3,000.00 (Don)


  3,000.00

   Hotel


       89.00 x 2 nights x 4 rooms
     712.00

   Meals – breakfast
        7.00 x 2 days x 7 (Don)

       98.00

   Meals – lunch
      15.00 x 2 days x 7


     210.00

   Meals – banquet
      28.00 x 7



     196.00

   Staff transportation
      10.00 x 6 (Don)


       70.00









_________

   Total staff budget





$5,286.00

   (less donations)





<4,168.00>









========

   Total $ needed





$1,118.00

$1,118.00












=======

TOTAL CONVENTION $$ NEEDED………………………………….………$12,457.00

Add total and subtract donations.

Total dollars needed from sales = $12,457.00

Divided by a probable 100 attendees = $124.57 per person (break-even point)

A word about pricing


Price your tickets appropriately.  Many people tend to value what they do at less than what it is worth.  Do not fall into that trap.  If the cost is a little higher, people will see it as more valuable, but don’t over-price.  Make sure you are giving good value for the money.


The total cost of this convention, without donations, is $25,653.00.  Divide this by 100 attendees, and the value of the convention is about $257.00 per ticket.  Pricing the ticket at $140.00 - $160.00 gives very good value and with a margin to make up for unforeseen costs.


One last note about finding a break-even price: Don’t forget to adjust the amount you will be paying the hotel for meals.  If you expect 80, rather than 100 people, your budgeted money for putting on the event is not reduced by 20 x ticket price, but rather by 20 x ticket price less the meal cost.  Likewise, if you expect to sell more tickets, adjust the food budget separately.  The extra tickets add only the difference between the meal costs and the ticket price to your budget for other things.  It is too easy to say $500 is needed to pay for an additional speaker, and think only 4 tickets at $129.00 need to be sold.  The reality is $129 less $42.00 (food costs) = $87.00, meaning at least 6 tickets must be sold.  A 50% difference like this can cause lots of grief!


The first year we were able to keep the break-even price at $109.00 by having no paid staff.  All the workers donated their time and paid for their own convention tickets and rooms.  The following year we were able to cover the cost of 6 staff members and this year we were able to cover the cost of 7 staffers.  This is in part due to what is called “carry over.”  For instance, you should only have to purchase certain office supplies like staplers and scissors once every few years.

Getting capital


Most people will not commit to attending by sending you their money unless they are convinced there is a good reason to do it TODAY.  Your convention will need some working capital to purchase supplies in the months leading up to the convention.  You can take out a loan, use your credit cards or offer a substantial price break.  We have discounted the price of admission for early registration up to $50.00.  (See the discount price ad which was run in our newsletter.)


Although with the discount we are asking less than our “break-even” price, we get working capital now; then we ask a little more than the “break-even” price the last two months before the convention to make up the loss.


The “door price” is set to discourage people from signing up at the door.  Because the hotel has to have final counts for meals and seating 3 days before the event, it is very difficult to add people at the last minute.  This is very important since we must guarantee all the meals.


We will often buy a few extra meals to make sure we can accommodate a few late-comers, but if we miscount and buy too many, we lose money and if we buy too few, our guests are upset that they can’t attend the food events.  We also print programs, print badges, put packets together and design ribbons the day before the convention, based on the number of registrations returned.  You don’t want to make emergency runs to the office supply store during the convention, but you also don’t want to have unused badges and programs since each costs money.


In 1998 and 1999, we advertised a price break of $20 for signing up early, knowing that we would have at least 2 more price breaks before the final door price.  We had a few people sign up right away.  In 2000 we advertised the discount price as $50 off the final door price and didn’t mention the other price breaks.  We had a significant rise in early registration but we still had more than 20 people sign up at the door.  Remember that there will always be a significant number of people who will wait until the last minute.  Our average has been about 15%.

Step 4

Choosing Your Staff


Once you have made out a jobs list and decided on your budget, it’s time to round up some volunteers.  Most of the planning and organizing can be done by two or three people.  You will need help at the actual convention with registration, minding the doors, running errands, decorating, setting up equipment, breaking down exhibits, and keeping the speakers on track.


We use 4 college students as full-time staff members at the convention in addition to the 3 convention committee members.  As full-time staff they are required to be available from 2 hours before the convention until 1 hour after its completion.  For Colorado, that means from 4 pm on Friday night through 5 pm on Sunday afternoon.  We pay the hotel room and food cost for the convention committee and our full-time staff.  We also give them an opportunity to catch many of the seminars.  Our 4 college girls share one hotel room unless they pick up the cost for the second room.


Staff duties include going to the airport to pick up and drop off the speakers, watching the door for guests without badges, and letting the speakers know when their speaking time is up.  They help watch the registration desk, sell books, decorate the rooms, set up and break down the exhibit hall, and change the speaker nameplates before each seminar.  Banquet duties also include seating our VIP guests and collecting the fund-raising envelopes.


We keep our full-time staff busy enough to also use a couple of part-time volunteers.  The part-time staff help with many of the same duties, but work no more than 4 – 5 hours a day.  Part-time staff may receive free admittance to the seminars but pay for their meals and hotel room.


A staff budget for 7 full-time members may look something like this.  You may be able to cover some of your needs with part-time volunteer help.

Sample Staff Budget

Accounting


50 hours (Don)


$1,000.00

Labor pre-convention

100 hours (Don)

  
  1,000.00

Labor at convention

200 hours (Don)


  2,000.00

Hotel rooms


$89.00 x 2 nights x 4 rooms
     
     712.00

Meals – breakfast

$7.00 x 2 days x 7 (included w/room)       98.00

Meals – lunch


$15.00 x 2 days x 7


     210.00

Meals – banquet

$28.00 x 7



     196.00

Transportation


$10.00 x 7 (Don)


       70.00










_________

Total staff budget






$5,286.00

(less donations)






<4,168.00>










========

Total $ needed







$1,118.00

Step 5

The Hotel


Once you have a good idea of what kind of convention you want it’s time to find the hotel!  You should begin looking for a hotel site at least 9 months (and preferably a year) out from your convention.  You will able to lock in the price and you won’t have to worry about all the best spots being booked.  Look for a hotel that can give you the space you will need at a price you can afford.  Be sure to check for discounts being offered.  Above all, negotiate.  Colorado searched for 3 to 4 weeks for the proper hotel.

Choosing the right site


This is the most important decision for running a successful convention.  The site must be upscale enough to encourage people to attend and spend a decent amount of money for a ticket, but not so upscale that it will break your budget.  You must pick a site which can take your group comfortably, but not one where your group will be considered “small potatoes,” since your negotiating power is based on how much they need your business.


While Colorado has used hotels for our conventions, you may choose another type of site.  A choice of sites can be found by calling the local Chamber of Commerce or the Tourism Board.  Don’t overlook your local VFW or Elks Lodge.  Often these sites can accommodate groups of 100 or more and many of them have dining facilities.  You may also consider using a public building for your meetings and hold your dinner at a local restaurant.  Utah had their 2000 convention at the Utah State Building and had a great meal out for dinner.


The strongest reason for opting for a hotel is the experience they have.  Their staff can help guide you through the planning stages and offer good suggestions.  They will take on most of the grunt work like setting up tables, running extension cords and catering food, thus freeing up your volunteers for jobs like picking up your speakers, decorating and registration.


In our search for a hotel, we found a wide variety of offers.  Some hotels offered no discounts on the rental space.  Some had room rates too high to encourage people to stay at the hotel (cutting into your discount).  One motel had a good offer but the meeting rooms were in different buildings; since the convention took place in April, snow was a possibility that had to be considered.  Be sure to look at the whole package a hotel is offering.


If possible, pick a hotel which has plenty of flexibility.  If your convention will be small (less than 50), consider using one of the small hotel/motels such as a Best Western.  Do NOT, however, take anyone’s word for the size, shape, or condition of the space available.  Don’t even look at the brochures.  Go to the site.  Colorado had wonderful pictures and descriptions about various places which, upon inspection, would never have worked out.  One events center said they could serve a banquet to 100 people but it would be in two rooms.  They indicated the rooms opened into one another.  They did… through a small doorway!  Another place was great, until the small print said “no smoking or drinking allowed anywhere on site.”  Make sure you walk throughout the site and can visualize what event will happen in each area.


The hotel should be able to accommodate ALL your events without too much trouble.  Discuss each event with the hotel staff, letting them know exactly what you need.  Colorado had a luncheon planned and the hotel said they would need ½ hour to set up.  This meant the convention would have to give up one hour of seminars on either side of the luncheon or rent an additional room.  This hotel was able to find another room for the luncheon and, because of a guaranteed number of meals sold, there was no additional cost.  Another hotel also needed set-up time for the luncheon, and was able to find us another room for one of our seminars before and after lunch, again at no additional cost.  Don’t be afraid to ask for help to make your convention work the way you have it planned.


When planning your meal events, remember that most hotels will give a discount on the space for each dollar spent on catering.  Also remember this adds to your ticket price.  Colorado had an awards luncheon included in the seminar price and had the banquet priced out separately.  One could also buy a “package” for a reduced price.  (See our flier in the advertising section of this book for an example.)  Most hotels will negotiate on the meal prices.  Be ready to tell them what your budget can handle.  The more people you expect to attend, the better price you can get on the food.  Be sure to go over the catering contract carefully.  If you want salad, coffee, a dessert, and/or bread and butter served, make sure it is written in the catering contract, and that the price per meal is also written in the contract.


A practical hotel budget for a two-day convention with a banquet and suite parties will look something like this:

Sample Hotel Budget

Hotel space:

   Banquet room




$   400.00

   Seminar space



  
  1,250.00

   Board rooms/suites




     150.00








________

Total hotel space budget



$1,800.00

(guarantee 200 meals plus 20 sleeping rooms)
<1,800.00>








=======

Total $ needed





$     00.00


$   00.00

CAUTION: You must be able to meet the guarantees or be prepared to pay for your space.  Some hotels have a very high guarantee rate.  Some hotels give dollars off for each room night sold or a set amount of food service sold.  Some have an all or nothing sort of thing.  For example, one hotel gave $20 off the seminar space for every room night sold to our attendees.  Another said if we sold 20 room nights, the space was free.  Know which discount you are dealing with, and if it’s something like the latter, know at what point it makes sense to purchase the extra room nights yourself.

Choosing the menus


Choosing what to serve is similar to choosing the convention site.  The meal should be glamorous enough to encourage people to attend and spend a decent amount of money for the ticket, but not so expensive that it will break your budget – or theirs.


Morning coffee service is a very nice touch that is fairly inexpensive.  Rolls and juice cost a little more, but may suit your situation better than opting for a luncheon.  Be aware that people will have to eat at some time.  You don’t want them wandering off to the restaurant and missing important events.


Buffets are more expensive per person than a served meal because of waste, but are often easier to plan for because you may be able to add additional people at the last minute.  Be sure to hand out tickets in the registration packets, and collect them at the door to insure you aren’t serving people who have not paid for the meal.


For our banquet, we have always offered a choice of beef, seafood or vegetarian meals.  This adds an additional amount of labor to organize, but generally doesn’t cost more to prepare.  (Check the registration forms to see how the meal choices are made.)  The attendee is given a large, color-coded ticket at the door or in his registration packet.  By placing the ticket on the table in front of the guest, the hotel staff will know which meal to bring to him.  We are very strict with the hotel staff: NO ONE gets a meal without a ticket.


There are several menus at the end of this section to give you an idea of what most hotels offer.  When designing your menu, remember to include coffee, tea and dessert.  We have opted to have a cash bar cocktail party before the banquet and not serve wine with dinner.  This saves us about $3.00 a plate and most people don’t miss it.  REMEMBER: if it doesn’t say salad is included, then you won’t get a salad.  The same is true for coffee and dessert.


Always ask for the total amount quoted to include tax and tip so you aren’t surprised by an additional 7% tax and 18% gratuity when you get the bill.  Get the quote in writing as “all inclusive.”  REMEMBER: a typical bill of $2,800.00 will be about $3,400.00 or more once you add in the tax and gratuity.


The hotel will need your final dinner numbers at least 72 hours before the event.  You will have to give them a breakdown of how many beef, how many seafood and how many vegetarian meals you will need.  If you keep good books in a computer program, you should be able to find these numbers immediately.  Sometimes keeping track on the day of the convention is more difficult.  Look for helpful suggestions in our program and badge section.


Don’t forget that all meals cost you money.  Giving them away should not be an option except under very special circumstances.  Seminars, on the other hand, cost little; badges, programs and such, or about $3.00 with every new attendee until you have over-filled the room.  Give away seminars, lectures, and workshops as incentives instead of dinners.


The keynote speaker, the banquet speaker, the closing speaker and their spouses, along with the full-time convention staff, are usually given meals and hotel rooms.  Volunteers (those who work less than 8 hours) get their convention pass at a reduced price, but are expected to pay for their meals and hotel costs.

Sample Food Budget

Food and beverage:

   Coffee/tea/water service
$20.00 (inclusive) x 4 gal.

$     80.00

   Luncheon


  14.50 (inclusive) x 100 guests
  1,450.00

   Banquet


  28.00 (inclusive) x 100 guests
  2,800.00

   Suite party


    7.00 (inclusive) x 40 guests
     280.00










________

   Total food and beverage budget




$4,610.00










=======

   Total $ needed








$4,610.00

Ordering audio/visual (A/V) equipment


AV equipment costs vary widely from hotel to hotel and can add a substantial amount to your overall hotel bill (see sample at the end of this section).  Most hotels will give you one microphone and podium with the room, but get it in writing.  Will you require a dance floor?  A stage?  That will run an additional $100 - $700.  Where do you want it set?  It takes a while to set up, so you might have it set up the night before.


Have your seminar and speakers’ needs defined as soon as possible.  Consider things like risers for your speakers and head tables for your panelists.  Try to arrange seminars that need similar equipment at different times so that they may share the same equipment.  If you are using computers, you may need extension cords and phone lines.  Be sure to ask your exhibitors for their power needs so that can be ordered in advance.  Hotels often charge an extra fee for changes made in set-up and equipment on the day of the event.  Some hotels will not let you bring in your own equipment.  Small hotels are usually more forgiving.


Most hotels have large rooms that can be divided into smaller rooms for seminars and then re-opened for your main speakers or dining.  Keep in mind that it usually takes only a few minutes to move a wall, but an hour or more to reset a room from classroom style to dining rounds.  Make sure that you have checked with the hotel about the logistics of your seminars and meals.  It is embarrassing to have to cancel seminars at the last minute because the hotel needs set-up time for the banquet or luncheon.


Go over your event minute by minute; visualize each seminar and event.  Then put every detail in writing.  If you want the maintenance person to move a wall at 9:55 am, write it on your schedule.  If you want power to the registration desk, a podium or a riser, it needs to be written on the order.  Don’t trust yourself to remember it; write it down.


DO NOT assume the hotel will anticipate your needs.  This isn’t because they don’t want to please you; but if they thought you wanted another microphone and brought one without asking, you may choose not to pay for it.  It may exceed your budget and not have been something you wanted.  What may be perfectly clear to you may not be perfectly clear to someone who has never talked to you.  Remember that the person who you deal with in the Sales and Catering office is usually not the person who directs the staff doing the work at your event.  They must determine things from their written work order.  If you want the event to go off smoothly, make sure everything possible is down in writing.


Your AV budget may look something like this in a hotel that allows you to bring in your own equipment, and substantially higher if they don’t.

Sample Audio/Visual Budget

AV equipment:

   4 extension cords

$   5.00 ea. (4 comp.)

$ 20.00

   2 microphones

   10.00 ea. (1 comp.)

   20.00

   1 podium


   10.00 ea. (comp.)

   10.00

   1 video player

   20.00 ea. (Don)

   30.00

   1 television


   30.00 ea. (Don)

   30.00

   1 white board

   10.00 ea. 


   10.00

   1 slide projector

   30.00 ea. (Don)

   30.00

   1 CD player


   30.00 ea. (Don)

   30.00

   dance floor


 100.00


 100.00









______

   Total hotel space budget




$270.00

   (complimentary equipment and donations)


<150.00>









======

   Total $ needed





$120.00

$120.00

Step 6

Advertising

Planning your advertising

Don’t scrimp on advertising.  A dear friend of mine had opted not to go to a certain convention banquet in 1996 mostly because the advertising was done in the Liberty News and a one-page flyer.  It looked like a low-grade affair at a fairly high cost.  It wasn’t.  The point is, your advertising is the window dressing for your event.  Make it something people will see as valuable.  This same person gave a dinner for Harry Browne in September of ’96 with engraved invitations sent to top donors and similar, though not engraved, invitations sent to all members.  The dinner cost was $50; it was a sellout.  The Browne campaign made almost $18,000 in donations and the dinner committee made over $3,000 which was donated to the state for campaigns.  The moral is: don’t cut back on your advertising.  Presentation is a very large part of selling your convention.


Colorado has used the newsletter to pre-advertise our first convention.  The first year we did the convention, before we had any definite seminars or speakers, we placed a teaser ad that didn’t state what the ad was for, but that something new and wonderful was coming soon.  This was meant to leave a question on the mind of the reader and hopefully he would look for the answer in the next issue.  This works well for a monthly newsletter, but it is not recommended for a quarterly newsletter.  Advertising companies use this technique extensively.


Postcards are also excellent reminders because a person will have already read the message by the time he has decided whether or not to throw the card away.  You can’t say very much on a postcard, so make very word count.  Build on what you have told them in past ads.  Be as bold and flashy as you can.


REMEMBER, most people must hear about or read about something at least 3 times before it registers.

Choosing a theme


Try to make your theme something catchy and brief.  You can title seminars, and design graphics and decorations for a well-coordinated event.  A theme may also inspire ideas for events and seminars you may not have otherwise thought of.  “Building Freedom” may inspire a seminar on controlling urban sprawl.  “The Renaissance of Liberty” may inspire you to look into the advances of science and the Internet.  This also gives your main speakers a topic or direction for their lecture.


Something like “State Trek: This is the ship LPC… our ten-year mission is to go where no other third party has gone, to achieve parity with the major parties, to get a Libertarian president elected…”  You can see all kinds of spin-off parties, decorations and topics.  You will see more ideas for seminar titles later in this workbook.


Your advertising budget is one of your largest expenditures.  The more people you can get your message to, the more people who will probably attend your event.  Look for free advertising wherever you can get it.  It is always best if you can tie a good photo or story to

 your event.  A newspaper story can bring in several people who might have otherwise overlooked your event.


A budget for your advertising might look like this.  Remember, each state is unique, and you may have sources for advertising not listed here.

Sample Advertising Budget:

Colorado Liberty Newsletter



            $1,300.00

   6 issues, 2 pages

$1,100.00 (Don)

   Design work


     200.00 (Don)

Newspaper






     750.00

   2 papers, 2” ea.

     700.00

   Design work


       50.00 (Don)

Radio/television





     400.00

   Radio spot


     300.00

   Production cost

     100.00 (Don)

Design mail






  4,300.00

   Printing/copying

  2,800.00 ($1,400 Don)

   Postage


     800.00

   Design work


     700.00 (Don)








            ________

Total advertising budget



            $6,750.00

Less donations





            <3,650.00>









 =======

Total $ needed






 $3,100.00

$3,100.00

Step 7

Choosing Your Speakers


This may be one of the hardest things to do for your convention or one of the easiest.  Do you have big name people close to you who would consider being a guest speaker?  Do you expect to sell enough tickets to pay airfare and maybe a small token amount to an out of town speaker?  Does someone you know, know someone?  Don’t be afraid to go for the big one.  Dr. Nathaniel Branden was the banquet speaker for the 1999 convention because a member said, “Well, let’s ask him.  It can’t hurt.”


When approaching a speaker, let him know exactly what you have to offer and what you would like him to do.  Ask what he will expect from you.  This will give you a place to work from.  For example: “We would like you to be our banquet speaker on Saturday, March 17th.  We will pay your airfare and all other expenses, provide you with transportation to and from the airport.  Can you give us an idea of what you will need?  We are prepared to pay a small honorarium.”  Above all, be honest.  If the speaker asks for more money than you have in your budget, let him know.  He may come down in his price, or he may be willing to hold the date open until you know if you can find the extra money.


Be aware that the party has plenty of good speakers at a very reasonable price.  Dr. Mary Ruwart, Barbara Goushaw, Michael Cloud and Jim Lark are just a few.  The national office can often give you good recommendations and phone numbers.


Have you seen a new book being offered by someone?  That person might be willing to come to your state to promote his book.  Most authors have an address listed in the back of their books, or you can call the publisher, or look to the business who is offering the book for sale.


Check with other states and find out whom they have invited to their conventions and which speakers have been good speakers.  Check with your own members.  Maybe they are aware of talk show hosts or writers who would be good speakers.


Colorado has three to four speakers who get airfare, hotel accommodations, meals and transportation paid.  These are: keynote speaker, banquet speaker, closing (or special guest) speaker, and sometimes a representative from the national LP.  When choosing whether or not to pay a token to a speaker, consider how much more this speaker will bring in the door.  If there is enough in increased revenue, don’t be shy.  Pay it.  It will be worth it.

CAUTION: When figuring the increase in revenue, remember to subtract out what you will be paying the hotel for food.  Example: banquet ticket $45; meal cost per person $28; badge, paperwork, and other miscellaneous $2.  Actual extra revenue $15 per ticket.  To pay a $300 honorarium, you will need to sell 20 more banquet tickets.  This speaker might bring more people to the entire convention, so your needed number might be slightly lower.


Make the reservations for all airfare yourself as soon as the speaker is confirmed to insure the best possible price.  Waiting until a week before the event to purchase airline tickets can cost you hundreds of additional dollars.  Always send a confirmation letter that

outlines when, where and on what subject they will be speaking.  If you are offering incentives, travel or meals, this is where it should be clarified.


You should get a photo and a written biography from all of your main speakers as soon as possible, and at least a biography from all of your panelists and minor speakers.  You will need these for your advertising campaign.  Remember, you are trying to sell people on wanting to hear your speakers; make them sound fascinating.


Ask someone to introduce your headliners.  It is flattering to be asked to be an introducer, but many people are terrified of public speaking.  Most of your past candidates have had a little practice speaking and will be glad to help.  You can make it easy on them by giving your introducer a copy of the headliner’s biography at least a week ahead of time.  This will give them a chance to be familiar with the headliners and a chance to practice their introduction.  This introduction should be less than five minutes.


Seminar speakers can be easy to find.  Take a look to your activists.  Those who show an interest in a particular field or a passion for a particular issue may have the kind of expertise you’re looking for.  It may take a little persuading to convince someone within your ranks that they know enough, and are a good enough speaker to be on a panel, but the result can be very rewarding.


Another place to look for speakers is in the phone book under associations or online.  Is your topic health care?  Look to see what organizations deal with that subject.  Are you doing home/private schooling?  Several of the home school and private school groups have speakers.  How about FIJA?  Look online for information about them.  Perhaps there is a chapter in your own backyard.  Look in the newspaper.  Is there someone who is fighting a tax battle?  Someone who is fighting urban renewal?  Someone who is going up against the government?  Search these people out.  They may be more than willing to come to your convention.  One of our best-received speakers was a woman from the Hemlock Society.

NOTE: Colorado offers no compensation for panel speakers outside the party except a chance to distribute their literature.  For those speakers attending the convention, we have started to offer a small discount on their ticket.


You should start looking for your speakers more than four months out and keep in contact with those speakers.  Nothing is harder than trying to fill 12 spots or so in the last month before the convention when you should be concerning yourself with sales, transportation, last minute changes and other details.  All speakers should get confirmation letters with schedule details and expectations.


Our panels are lined out as follows: 3 – 5 minutes for each panelist to introduce themselves and their relationship to the topic; 3 – 5 minutes to answer prepared questions; the balance of the 50 minutes to answer questions from the audience.  This gives our panelists a comfortable outline and allows them to prepare for the panel.  We have given our panelists a list of six or seven questions prior to the convention so they can prepare answers to two or three of their choice.  Our lecture speakers are allowed to direct their lecture as they see fit.

Sample Speaker Budget

Speakers (3 main, 15 panelists):

   Transportation


Airfare


$550.00 x 3


$1,650.00


Taxis/shuttle

    16.00 x 3 (Don)
       
       48.00


Parking

    20.00 x 3

       
       60.00

   Honorarium


 500.00 x 3 (2 Don)
  
  1,500.00

   Hotel



   89.00 x 2 nights x 3

     534.00

   Meals


   15.00 x 3 meals x 3

     270.00

   Panel speakers

   50.00 x 30 (Don)

  1,500.00









________

Total speaker budget





$5,662.00

(less donations)





<2,548.00>









=======

Total $ needed






$3,114.00

$3,114.00

Step 8

Choosing Your Seminars


You should have a list of topics you would like to have at your convention.  Creating a schedule will have to be done in conjunction with getting your speakers.  As you select topics you must find speakers, and as you find some speakers you will want to pencil in their chosen topic.  For example: “Campaigns: What I Learned From Mine” – you would look for members in your own ranks to fill a panel.  It is a topic for which you should be able to find several speakers.  “Fighting The Stadium Tax” – this might be a speaker-created topic.  Maybe some activist group is in the news doing something for liberty.  They will be looking for ways to get their message out.

Deciding how many seminars to give


Colorado will be running three tracks this year.  The first track will be the business meetings and there is charge for members to attend this track.  The second track will deal with the mechanics of being an activist, how to get involved in the LP, and how to run campaigns.  The third track will be on issues, which is designed to help a newcomer to the party understand the Libertarian philosophy on various issues.


If you do run more than one track, be careful how you schedule the seminars.  Don’t schedule a wildly popular seminar against one you think may be moderately attended.  First, the less popular seminar will have a much lower attendance than normal if there is something outstanding against it, thus discouraging your speakers – not a good thing if you want them to speak again in the future.  Second, if it’s too easy for your attendees to choose which seminar to attend every hour, they will have nothing to look forward to next year since they will have “seen it all.”


If you have seminars scheduled against the business meeting (Colorado did), make them of interest to the general public.  Spouses of activists, who may not want to attend business meetings, will appreciate having something interesting to do.  This will encourage them to come again next year.  Do not schedule anything for the activist since he will be torn between the meeting and a seminar.  Also, don’t schedule anything that is wildly popular here since, again, you would like to encourage activists to participate in the business meeting.

Deciding seminar titles


Attempt to find topics that will generate interest on their own.  Some topics will be popular no matter what you call them; others may take a bit of help.  The trick is to get the attendee to read the fine print and realize this is a subject he is interested in.  Here are some examples of titles and seminar descriptions.

****

We could have called this first seminar “Letters To The Editor”, but we hoped to inspire our attendees to want to become writers.

The Parlor Pulitzer – Lecture

Learn styles and techniques for writing successful letters to the editor from one of Colorado’s most published technical writers, Larry Hoffenberg.
****

These two seminars are always well attended no matter what we call them or how we describe them, but that doesn’t stop us from having a little fun with them.  When advertising, remember, you’re selling information by making it fun and/or desirable.

Gun Rights Held Hostage: Libertarians Are Up In Arms – Panel

The second amendment is the amendment that secures all other amendments.  This exciting panel on the future of gun rights will be hosted by activist Ari Armstrong, gun shop owner Bob Glass, and David Segal, a well-known historian of military affairs and gun rights.

One Toke Over The Line: Drug Prohibition – Panel

Is public opinion changing?  Can we work within the system or speed the change along?  Join Sheriff Bill Masters, ex-Deputy Sheriff Geoff Lloyd, and night club owner Debbie Matthews for a discussion on vice laws and the war on drugs.  Learn more about the history and the price of morality-based laws.

****
The goal with the next title was to make it intriguing enough that a person would take the time to read the description.

Dancing With The Devil – Lecture

Should we back a bill that lowers income taxes when our mission is to eliminate the IRS?  Should we support welfare reform when ending all welfare is our goal?  How

do we decide if an issue is a small step toward libertarianism, or truly a compromise of our principles?

****

The following seminars are all campaign related.  The first two are about the internet as hinted at in the title.  The next two are basic graphic design workshops.  The last one is everybody’s favorite: asking for money.  The title is a bit tongue-in-cheek, but helps to lighten the mood and hopefully make the attendees more receptive.

Changing The World One Byte At A Time  – Workshop

Strategies for campaigning online.  Learn how to find all the information you need to stay on top of the issues.  Find out which link exchanges work and how you can take advantage of banner ads.  Discuss using electronic mail vs. snail mail for introducing yourself to your constituents and for keeping in touch once you’re in office.

Charming Your Quark – Workshop

You too can produce professional quality newsletters and brochures.  Learn the ins and outs of desktop publishing on Quark Express and PageMaker.

Cut And Paste Your Way To Freedom – Workshop

A campaign workshop: learn how to create impressive signs for campaigns and rallies.  Design catchy bumper stickers and dramatic flyers.

Graphics, Grammar And Gray Matter – Panel

Your press kit and brochure are often the only way a reporter meets you.  What kind of impression are you making?  Learn how to write effective campaign materials and design exciting brochures.  Study the importance of good graphics and professional photos.

Whining Your Way To Wealth – Lecture

First-rate fund raising for your campaign taught by that master fundraiser, Michael Cloud.

****

Here is an example of two ways to title and describe the same seminar.  In the second description we tried to whet the appetite without giving away the show.

Victimless Crime – Coffee

Prostitution, drugs, and gambling are not the only victimless crimes.  This panel will discuss some of the more obscure victimless crimes.

101 New Ways To Get Arrested – Coffee

Aquariums are illegal in Glendale; possession of a magic marker can get your thrown in jail in Denver; and please don’t braid your friend’s hair anywhere in Colorado.  Join us for coffee, and explore some of the more obscure victimless crimes.

****

The next three seminars are about basic activism.  Although there was very little difference in the subject matter, these seminars were well attended each year, often by the same people.

Pyramid Schemes For Fun and Profit – Coffee

We will be happier and wealthier in a libertarian society.  Join us for coffee and discuss ways to increase our membership and have a more effective presence in today’s political climate.  We will cover topics like getting the message out and getting others to join our cause.

Is There Sex After Activism? – Panel

Getting involved in the local LP.  Want to know about upcoming events, local committees and boards?  Find out what needs to be done, how to do it, and who to talk to.

Things To Do Until The Revolution – Lecture

Should we abide by the rules until they’re changed, or help speed up the change by breaking them?  Sara Wilson discusses some of the more interesting and entertaining things you can do while waiting for the Libertarian revolution.
****


Here we had a little fun with a theme – the hermit – as many Libertarians view themselves.  The first seminar is basic activism, the second is on the 1st Amendment, and the third explores relating to the masses.  Always remember: you are selling seats to every lecture.

Do Hermits Gather? – Panel

No need to come out of your cave for this one.  Learn new ways you can make a big difference in promoting freedom from your home and business.  We will share ideas that may have major impact without any serious social commitments.

Why Hermits Defend The Right To Gather – Panel

In depth discussions on interpretation and defending the 1st Amendment.
Do We Really Need Some Touchy-Feely People In The Party? – Panel

(Not to be confused with the Hermits Guide To A Good Time.)  How the D’s & R’s use the message, “It’s for the children” and how to express our humane side.

Step 9

Designing The Brochure


THIS WILL BE THE BIGGEST SINGLE EXPENSE, AND YOUR MOST VALUABLE.  Now that you know who will be there and what topics you will cover, it’s time to tell the world.


The key to good advertising is to make your event something special, an exceptional value and lots of fun.  Things to include in all advertising are: the dates, the location, the cost, a basic schedule, the speakers confirmed, the fun they will have, the benefits they will receive, and a registration form.


The paper quality says a lot about what kind of event you are holding.  And remember, neatness counts.  Use easy to read fonts and lots of pictures.  Most people must be drawn in by a catchy headline or phrase.  Save the details for the fine print but don’t get too wordy and use up space better served by a photo.


Like the paper you use, the language and grammar in your correspondence make an impression.  Make sure all of your advertising is proof read by a least three people who are not doing any of the writing.  Watch for errors in the dates, address and prices.  These things won’t stand out the way a misspelled word will.  Using the cut and paste feature of the computer, we inadvertently left the previous year’s date in our schedule part of the flyer for this year.  Double-check all addresses and dates.


From the examples at the end of this section you can see the difference between four-color and two-color printing.  You may save as much as 30% by using a two-color design.  We chose this layout (6 pages) to get maximum printing space and still be able to mail the piece for the regular bulk mail price.  To get this price, the piece must weigh under 3 ounces.  These brochures can actually go out at the one ounce price when mailing first class.


We used photos from the hotel brochure to help sell our event.  Most hotels are happy to give you photos to use.  The photo of the banquet room in the 1999 brochure clearly indicates a semi-formal event, but in the 2000 brochure we used the menu because we didn’t have a good photo.  The picture of the lobby in the 2000 brochure displays the quality of the hotel as does the room pictures and meeting space picture in the 1999 brochure.


Place your registration form on the back of the mailing label.  If the writing on the registration form is difficult to read, you can flip it over and see who you sent the brochure to.

CAUTION: You should not put the directions to the hotel where the attendee is likely to mail it in with the registration, as in the sample 2000 brochure.


We tried to get the schedule confirmed enough to let our attendees know when the main events would take place without locking ourselves into definite seminars at given times.  You may find yourself switching the times of seminars at the last minute.

CAUTION: When moving seminars at the last minute, remember to check why they were scheduled the original way.  Is a speaker on more than one panel?  Is a speaker coming in for just one or two panels?  Are the same people (candidates, for example) expected to attend two seminars?


We place descriptions of seminars and events throughout the brochure to give the feeling of an overwhelming number of things to see and do.  By listing the names and a brief biography of all the confirmed speakers, we were able to show what an outstanding bargain we were offering.

Step 10

The Awards Luncheon


For our luncheon, we honor some of our activists.  Awards should be ordered at least three weeks in advance to make sure they are done in time and with the names spelled correctly.  We try to keep the announcements brief and don’t allow long-winded acceptance speeches.  This allows lots of time for the attendees to socialize with each other over lunch.


The activist award is the Minute Man.  This is a medal with a bronze relief Minute Man on it.  Nominations are taken from the members through the web site and through email.  The top nine or ten are chosen to receive this award.  Our lifetime achievement award is called the Lexington Award.  This is chosen by those who have won the award in the past.  If you follow this procedure, you may have to keep after these folks to get awarded ordered.


Pick up the awards early enough that you can make corrections if necessary.  Keep them in a safe place, and don’t tell ANYONE who the winners are.  Keep the suspense.  It will encourage people to attend the luncheon.


You can find other awards by going through catalogues used by trophy shops.  Don’t overlook the people who work in the trophy shops; they design awards everyday.

Step 11

The Auction


We ask people to donate items for the auction, including Party memorabilia, jewelry, and gift certificates.  The money raised from the auction is given to the state party to pay for the Lexington (Lifetime Achievement) and the Minute Man (activists) awards.


We reserve a table in the exhibit hall to display the action items.  A brief description of the item, a starting bid, and the name of the person who donated the gift are printed on a small sheet that is then placed in a plastic holder.  Next to this we place a “bid sheet” with a pen.  All bids are written on the “Bid Sheet.”  Attendees may bid on any and all items as often as they wish.  At the end of the convention the highest bid will be announced by the convention committee.  Payment can be made with cash, check or credit card, payable at the close of the convention.


Bring lots of extra blank description cards and bid sheets.  We find that several peple will bring things to donate the day of the convention, usually doubling the number of items we begin with.


Don’t be discouraged if there are no bids on some items.  People usually wait until the last minute to bid, hoping to get the best price.  Any item that doesn’t sell one year may sell the next, so hold on to them.


At the end of this section you will see sample bid sheets and examples of our description cards.  We placed the descriptions in small plastic holders and assigned each item a number.

Step 12

The Exhibit Hall


A well laid out hall with lots of interesting displays will add a lot to your convention.  Contact like-minded groups that may purchase a table.  We only charge $10 per space.  We also try to arrange video displays, campaign paraphernalia, awards, and books.  Having large displays showing what campaigns are being run and what districts need help provides a good way to draw people into the excitement of your campaigns.


If the hotel charges you for each table (and some do), then try to combine small displays but don’t skimp on the color and visuals.  A table full of brochures won’t attract someone like videos, hats, shirts, bumper stickers and models.


We always hold our pre-banquet cocktail party in the exhibit hall (which is actually one of the seminar rooms) to insure that all the displays get plenty of attention.  This will become more important as you grow large enough to sell lots of tables.  Any exhibitor wants to be assured that their display is seen by as many people as possible.

Step 13

Opening Entertainment and Suite Parties


Since some of the attendees check into the hotel on Friday in order to be at the first event on Saturday morning, Colorado has opened the convention with a comedian and party on Friday night for the last three years.  This casual party usually lasts about three hours followed by a suite party.  Each year this event gets a little bigger, as does the suite party that follows.  This gives you a chance to get most of the attendees checked in at a more casual pace.  Saturday at 7 am can be a nightmare if you’re trying to check in 100 pre-registered attendees and sign up 20 to 30 new ones.


You can usually find inexpensive entertainment by checking with your local Comedy Works (a lounge where unknown comics perform) or check the bulletin boards at music stores.  We ask them to perform for 45 minutes to an hour.  Ask your members and they may be willing to donate their time and skills in exchange for a discount ticket to the convention.


We have a cash bar at our Friday night comedy event.  The hotel will provide the bartender at no cost if you sell a minimum amount of liquor, usually about $250.00.  Divide the minimum amount needed by the average drink price; that will give you the number of drinks you must sell.  Multiply 1.25 drinks by the number of people you are expecting to attend.  Be aware of the point where it would be cheaper to buy a few extra drinks rather than pay the bartending fee.


When you rent space from a hotel they may be willing to give you extra perks, such as giving you a large suite at the price of a regular room, or throwing in more meeting space, allowing you to spread out a little more.  We have opted for the suite and using it as a gathering place after the comedy show and the banquet.  We purchase beer, wine, sodas and snacks at the local grocery store (much cheaper than the hotel) and open the suite until the last person goes home.  This is a wonderful time to socialize with candidates and speakers.  You can encourage others to host suite parties, but try not to spread your guests too thin.  It’s much better to have a room over-flowing with no space to sit and dozens of conversations, than to have eight or nine people in three different rooms.

NOTE: Some hotels are very strict about NOT allowing outside food into your event.  While the staff cannot tell you on paper that you may break this normal rule, the staff will often indicate that infractions will be ignored.  Still, even if this is the case, try not to be blatant about bringing in outside food.

Step 14

The Banquet Fundraiser


We set a donation card, an envelope and a pen at each place setting before the banquet begins.  The staff will seat our VIP guests before we open the doors.  We try to sit a VIP at every table so all attendees will feel special.  Once the VIPs are seated, the doors are opened for the remaining guests to find seats.


Dinner is served as we enjoy casual conversation.  When the dessert is served, it is the signal to introduce the banquet speaker.  He should speak for about 45 minutes.  The fund- raiser then addresses the group with ideas and dreams, and lots of reasons for donating money tonight.  Once the donation card is filled out, the guests will hold up the envelope and a staff member will come by to collect it.  We usually allow the speaker to answer questions as the staff collects and counts the donations.  Once counted, we announce the amount and often make a pitch for a little bit more while the speaker answers more questions.


Remember that excitement and enthusiasm counts for a lot when asking for donations.  Find someone who is upbeat and excited about the project that you are pitching.

NOTE: For more information on how to raise money at a banquet, contact Michael Cloud.


After the last report of the funds raised, we start the music for the dance.

Step 15

Choosing Decorations


The decorations you choose will depend greatly on the room you rent and the total budget you have.  From the 1999 brochure you can see that the room for the banquet needed little or no decorations.  Some hotels will have very nice centerpieces and others will be mediocre at best.


Your banner with the Libertarian logo or your state party name should be placed somewhere near the podium used by your key speakers.  If the press show up, you’ll want that banner in the picture.  Banners are very expensive to have made.  Resist the temptation, no matter how wonderful your theme, to design a banner that can only be used once.  The banners we use cost $265, but were purchased for the Harry Browne dinner in 1996 and have been used extensively since then.  Cost averaging so far has brought the price down to about $35 per event to date, and the banners are still in great condition.


Always remember, you are selling something special and something fun.  Balloons are fairly inexpensive but labor intensive.  If you have the manpower, go for it.  Streamers are inexpensive, and with lots of care can be used again the following year.  Check your local party store and stock up for lots of outreach events.


You want to make your exhibit hall exciting.  With time you may able to develop a reputation for outstanding exhibits and actually start selling enough space to pay for one or two big-ticket items.  Decorations can add the extra bit that makes your exhibit hall a great place to be.

Step 16

Meet With The Hotel


In this step you will confirm ALL hotel arrangements.  You should be working out many of the details as you’re planning your event.  By this point you will know what type of seating you will need, if you will have coffee service, or need a cash bar.


One week to ten days before your event you will meet with the hotel again.  With a schedule in hand, a list of all possible AV needs, and your menus, sit down with the catering director, the concierge and the maintenance staff.  Go over your event minute by minute, and get every detail in writing.  If you want the maintenance person to move a wall at 9:55 am, it needs to be written on the order.  If you want coffee served with dinner, not with dessert, it needs to be written on the order.  If you want power to the registration desk, it needs to be written on the order.  DO NOT assume they will anticipate your needs.  This isn’t because they don’t want to please you; but, if they thought you wanted more coffee at the morning break, and brought it without asking, you may choose not to pay for it.  It may exceed your

budget or not have been something you wanted.  Remember, the person filling the orders is not the person you are dealing with when you have the orders drawn up.  Make sure the orders are clear.


Your master schedule should have notes for when walls are to be moved, who will introduce who and how much coffee will be served.  At the end of this section is the schedule we use when meeting with the hotel.  From this you can tell which rooms we are using and what time we need them.


When walking through the schedule with the hotel, visualize each seminar and event.  How are the attendees getting from one room to the next?  Where is the registration table set up?  Where is the dance floor?  The cash bar?  The music?  Can your staff watch all the doors?  Are the restrooms close by or will you need to make a sign?  Everything hinges on this final meeting; plan on taking at least two hours to work out all the details.  Do not be afraid to ask questions or to go through the rooms “one more time.”


The hotel will need the final dinner numbers at least 72 hours before the event.  You will have to give them the number of beef, seafood, vegetarian meals and lunches.  We order a few extra meals to sell the last three days.  Good use of a database or a Quicken file will keep these numbers at the tip of your fingers; but remember, the data must be entered to be useful.

CAUTION: You must pay for every meal ordered.  It’s better that a guest who didn’t sign up early not to get a dinner than to find out you paid for 5 or 6 meals that were never sold.

NOTE: Normally the hotel will be prepared to serve about 5% more than ordered, if they know early enough the day of the banquet.  We have purchased another 5% or so and have sold every banquet meal.


Hotel room sales can have a major impact on the overall bill.  Check to see how many guests have reserved rooms.  There is a sample master schedule and a hotel guest count at the end of this section.

Step 17

Recording Registrations


Recording the registrations is a very important job.  This should be handled by someone who is detail oriented and available by phone most of the time, since you will get many calls from people wanting to register by phone.  Be prepared to receive lots of last minute registrations.

HINT: It is best to have several blank registration forms and fill them out while you have the caller on the phone.  You will be less likely to forget to ask what dinner they would like or the expiration on their credit card.  If they are bringing a guest to the dinner, try to get a name.  This was learned from experience, since our “detail person” is NOT the same as our person who is available by phone most times.


Keep track of who has registered, how they paid and what events they will be attending.  Keep the registrations in a safe place and be sure to enter the new data regularly.  We keep a Quicken Check Writing database and a FileMaker database on all attendees.  The first account is to track money and expenses.  The second is for designing badges and determining ribbons needed.  (More about the ribbons under Creating Badges.)  Each of these accounts work as a double check for the other.

NOTE: There are actually two Quicken files.  One contains the people who have registered for the convention and the other is the actual bank account.  This too allows for double checking.


At the end of this section, you will see how we set up our accounts and what information we tracked.

Step 18

Designing Programs, Badges, and Registration Packets


These are the last items to be put together.  There are often last minute changes that need to go into the program, new people signing up every day, and often someone has another flyer to go in the registration packets.

The Program


Although we have most of the graphics and writing finished on the program a week or more before, it doesn’t go to print until the day before the convention.  Like the brochure, it should have all the details you can pack into it.  The layout we chose for our program is very easy to carry around and inexpensive to print.

The most important items to include are:

1. The schedule – complete with times, seminar titles and the speakers,

2. The speakers list – in alpha order, with a short biography on each speaker,

3. The seminars list – in alpha order, with a short description of each seminar, and

4. A map of the hotel and information about the exhibits, the auction, and other events.


In our sample at the end of this section, you will find a completed program.  Although this format has worked well in the past, it is almost too small for everything we need to cover.  We will undoubtedly design a program with more pages or larger pages in the future.

The Badges


At the end of this section you will find a typical registration form.  We’ve taken this information and recorded it in our database program.  The database printout is used to determine what each badge holder should have on it.  We cut the sheets of information to fit inside the plastic holders.  Then file them in a box in alphabetical order by last name.  Later you can go back and add meal tickets and ribbons.

Name tags


From the database you can format a tag that can be cut and slipped into the holder.  Leave the database sheet in the holder until the guest has checked in.  On the database sheet you can write notes about the guest that may need to be handled at the door.


We make the speaker-only badges a different color because they have not paid to see the other seminars.  This helps our staff to determine whether or not to allow the attendee into additional events.  Most of our panelists and speakers, with the exception of our special guest speakers, pay for their convention ticket.

Ribbons


This is a way to acknowledge those members who do a little something extra.  The first year we tried this, we had several people ask why this person or that person had all the ribbons on their badges.  When they lost a ribbon or found that they should have had one that we missed, they came to the registration desk and wanted it replaced.  Each year we find more and more people who are acutely aware of these small status symbols.  But, be warned: they are labor intensive.


For a similar effect that is a bit less labor intensive, you may pick up rolls of small stickers.  These are offered by shops that cater to school teachers or by novelty shops and mail order catalogues.  If you use a large badge with little printing, the stickers can be put directly on the badge.  You may also attach one long ribbon to the badge and put the stickers on the ribbon.  From the database information, we can determine how many, and what color ribbons are needed.  We choose our colors based on what we can find on sale.

White w/gold stripes…………..
Registered Libertarian

Black w/ gold stripes………….
Dues-paying member

Solid star………………………
Local board member

Solid gold……………………..
State board member

Green w/gold edges…………..
National board member

Red w/gold stripes……………
2000 candidate

Red w/gold edges…………….
National candidate

Black w/gold crosses…………
Donor over $100.00

White w/gold crosses…………
Donor over $500.00

Gold w/red squares…………..
Speaker

Blue w/gold stripes…………..
Current office holder


The most common ribbon is the registered Libertarian, followed by dues-paying member.  Each ribbon is 6 – 7 inches long before folding.  If you need 50 finished ribbons, you will need about 20 yards of uncut ribbon.  A heavier braid is much easier to work with and wired ribbon is the best.  We use a hot glue gun to attach the ribbons to the badges.  We design each set of ribbons and attach them to the badge the day before the convention based on what the database sheet says.  Because we sometimes miss one, we pack extra finished ribbons for the registration table so we can attach and award them as needed at the convention.  Be sure to let your attendees know that if you missed a ribbon, you will add it.  You might be surprised to find out how many people are sensitive to what these ribbons mean.

Meal tickets


We print up sheets of color-coded tickets, then cut and place them in the badge holder of the attendee who has purchased the meal.  If the attendee for the dinner is a guest of John Doe, and not attending the convention, we paper clip the ticket to the database slip and file it with John Doe.


We usually buy a few extra meals to sell at the door.  We number each ticket so we know at a glance how many meals have been sold.  (If the next number on the white/seafood ticket is #29, we have sold 28 seafood dinners.)  Put those extra tickets in a safe place and sell them in numerical order.  Do not fail to do this.  Our first two conventions we didn’t do

this and confusion reigned.  While it all worked out in the end, it is so much easier (not to mention faster) to know how many meals of what kind have been sold at any given time.


The colors are to help the service staff recognize, at a glance, the proper meal to bring.  Write the type of meal on the back in fairly large letters so there are no mistakes.

HINT: before the banquet is served, meet with the head server and make sure he understands the system.  Instruct them not to serve a meal to anyone without a ticket.


Be sure to have someone check for tickets at the door.  You don’t want people slipping in to hear the speaker without buying a meal.  The money you collect over the cost of the meal helps to offset other costs such as the dance floor, the speakers’ fees and meals.  DO NOT collect the banquet tickets; tell the guest to place the ticket on the table in front of him where the server can see it.

Registration Packets


We have been lucky enough to find stores willing to donate bags to our convention each year.  We fill these with flyers, program and free gifts.  As attendees go through the exhibit hall they tend to pick up more things, and this offers them a place to carry everything.


Wait until the very last possible moment to collate and stuff your registration bags in case you have a last minute flyer or gift to add.  We do ours the morning before the convention, right before packing the truck to go to the hotel.

Sample badge and program budget

Programs/badges (based on 100 attendees)

   Design


$500.00 (Don)

$500.00

   Printing/Copying

    50.00

    50.00

   Badge holders

    60.00

    60.00

   Ribbons


    60.00

    60.00

   Registration bags

    30.00 (Don)

    30.00

   Labor


  250.00 (Don)

  250.00








_______

Total badge and program budget


$950.00

(less donations)




<780.00>








======

Total $ needed





$170.00


$170.00


We have enclosed some sample inserts we used for the 2000 Colorado Convention.  I like to hand the program out with the badge because that is the first thing an attendee wants to look at when he arrives.  We used to put them in the bags, but people who did not go through their bag immediately would come back to the desk for a program.  Giving out programs twice can get expensive.

The Speaker Nameplate


From the database you can format a nameplate that can be folded into a triangle and taped on the end.  Use a fairly sturdy piece of paper and make sure the letters are large enough to read from a good distance.  See sample at the end of this section.

Step 19

Packing and Planning For Incidentals


Office supplies are a small but important part of your budget.  Don’t forget: it costs money to call out of state, to send confirmation letters, to send thank you notes, and to make last minute signs.  You will probably have to photocopy drafts of schedules and confirmation letters.  You might run short by 10 of an important flyer or need a last minute notice to go out.  You will also need ink for your printer and disks to save your data.  These incidentals can run into money if you don’t plan ahead.  It might be better to buy a few extra of a given item than to buy small amounts of that item later.


Pack your supplies, decorations and exhibits in well-marked boxes at least a day before the convention.  Check them again before you pack them in the truck.  Try to anticipate ANYTHING you might need.  Don’t forget power cords, important phone numbers, flight schedules and enough cash to make change for book and ticket sales.


At the registration desk you will need several pens and pencils, a hole punch, scotch tape, duck tape, packing tape, scissors, note pads, paper, paper clips, poster board, thumb tacks, a calculator, a stapler, extra staples, tape measure, hammer, screwdriver, large markers, rubber cement, glue gun, glue sticks, string, thin wire, fish line, rulers, extra badges, extra ribbons, and extra blank registration forms.  This may seem like a daunting list, but, if you don’t have it, you will need it.


At the end of this section, you will find check lists.  You can copy these lists as they are, or design ones to fit your event.

Step 20

Running The Convention


Congratulations, you have most of the work done!  If you planned well and delegated jobs to the right people, you can sit back and watch a wonderfully exciting convention come together.


Be available to answer questions and make last minute decisions.  The members of the convention committee always wear large ribbons that say STAFF.  Meet the concierge on Friday and inform him that ONLY persons wearing STAFF ribbons are to: order extra coffee, ask for additional tables, change the thermostat, move walls, or change the written instructions in any way.

Registration table


At the registration desk you will need several pens, pencils, a hole punch, duck tape, packing tape, scissors, note pads, paper, paper clips, poster board, thumb tacks, a calculator, a stapler, extra staples, tape measure, hammer, screwdriver, large markers, rubber cement, glue gun, glue sticks, string, thin wire, fish line, rulers, extra badges, extra ribbons, and extra blank registration forms.  This may seem like a daunting list, but if you don’t have it, you will need it. (And, yes, we are repeating this.  It is very important!)


It is best to have at least 2 people, but not more than 3, at the registration desk at all times.  Set your registration packets (the bags of goodies) between 2 staff persons.  One will handle pre-registered guests and the other will handle at-the-door registrations and ticket sales.


All the badges with their notes should be in a box in alpha order by last name.  As a guest comes to the table, find the badge, make sure everything is in it (dinner and lunch tickets), and pull out the database form and file.  Make sure you don’t need to collect any additional money or need to get a signature before he walks away.  Don’t let the attendees rush you.  Accounting for every dollar that comes in at the registration table is crucial to a successful event.

NOTE: Be sure to have guests who have called in and used their credit card to register sign a form with the information on it.  While Libertarians are not prone to refuse payment, we have had two such incidents from other events, possibly from outside attendees.


A staff member should have extra programs, cash for change, blank registration forms, extra tickets and any other items for sale.  As a guest comes up to register, have them fill out the registration form completely.  Remember, you can only sell the meals you have ordered.  When the last ticket is sold, unless the hotel tells you differently, there are no more dinners.

Collecting tickets and monitoring doors


We require all attendees to wear their badges, as it is their pass to get into the seminars.  The colors of the name badges are to help the staff recognize, at a glance, if the guest has paid for the event.  We make the “speaker only” badges a different color because they have not paid to see the other seminars.


For the luncheon we post two staff members at the door to collect lunch tickets.  Since there is no meal choice (buffet), we can take the ticket as they come in the room.  We have found that we sell more tickets to the luncheon than actually attend, since it is included in the price of a basic ticket.  You may find this to be true after your first couple of conventions.  Don’t be temped to order less than have paid though, since it is better to have a bit of extra food than not enough on the buffet table.


At the banquet, be sure to have someone checking for tickets at the door.  You don’t want people slipping in to hear the speaker without buying a meal.  DO NOT collect the banquet tickets.  Tell the guest to place the ticket on the table in front of him, where the server can see it.

HINT: Before the banquet is served, meet with the head server and make sure he understands the system.  Instruct him not to serve a meal to anyone without a ticket.

Keeping seminars on track


It is very important to keep your seminars starting on time.  If a talk runs over, it causes the next one to run later, and before you know it, you’re 45 minutes behind schedule and the hotel can’t set up for dinner.


At 2 minutes before the start of the hour, the staff will change the speaker nameplates to reflect the next seminar.  This also helps your speakers know where to go.  Encourage the speaker to start speaking, even if the room has not settled.  Most people will stand around and talk until the lecture actually begins.


Pick up a couple of inexpensive clocks to place on the panel tables and the podium.  This will remind speakers when their time is finished.  We also have a staff member go to the door and signal the speaker when he has five minutes left, and again if he hasn’t quit when his time is up.  We have had to go as far as changing the speaker nameplate before the speaker ended his lecture.

Review the bill


At the close of your event, the hotel will present you with a bill.  If you planned well and kept track of changes you will not be surprised by the total.  Have the hotel give you a detailed list of all charges and go over them one at a time.  Make sure you haven’t been charged for something you didn’t get, and make sure they didn’t miss something that they will ask for later.  Also watch closely for being charged for something you did not order such as an extra gallon of coffee.  Look for things like taxes that should have been included, and room charges that should not be on the master account.


Some hotels give a very detailed breakdown of the bill.  Some do not.  When completing your books to close out the convention, you may find yourself a bit confused by the bill.  Some things to remember:

1) While you order your meals to be inclusive, the hotel must break the cost down into two or more categories.  Make sure you find them all when figuring the cost of the meal; these things include service charge, taxes, and the meals.

2) Taxes are almost always broken out.  Remember to add them into your numbers for your books.

3) The hotel may not list the name of the person whose room is on the master bill.  Make sure you know whose bill you are paying.

4) Hotels can make mistakes.  Our first convention we were overcharged, then undercharged.  It was a month before everything was right.

Congratulations!

You did it!
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