Hosting Michigan Region Official Activities/Events:

General Guidelines

    Host chapters for the three official Regional events are elected at the Regional Con-

  vention for the subsequent Regional year by the chapters attending the Convention.  

 In order to be eligible to host one of these events, a chapter must submit the          appropriate signed forms to the Regional Coordinator by the deadline and be prepared to give a short descriptive and promotional  presentation at the Convention indicating the reasons why the chapter  should be chosen as a host for the specific event.  The three official Regional events are: Leadership/Mock Chapter, usually held after Labor Day; Mini-Honors Institute, usually held in late October or early November (however, the host chapter should make every effort to coordinate dates with the Michigan Honors Association to avoid a conflict); and the Regional Convention, usually held in late April, but the exact time depends on the dates of the International Convention. Generally, these events begin on a Friday evening and end the following Sunday noon, but please note possible exceptions below.

     In general, host chapters should feel free to ask the Coordinator and previous host  chapters for sample agendas, budgets, and advice.  For models and samples of how to host an event, the Coordinator has preliminary, middle and final flyers, agendas, etc., for most Regional events for the last several years and is quite willing to share them.  Do not hesitate to ask for such information before making a decision about whether to host an official Regional event, and you are even more strongly encouraged to do so if your chapter is selected.

   Please remember that it is mandatory that the final agenda for the event be approved by the Regional Coordinator.  It is highly recommended that it also be approved by the remainder of the Executive Board and the Alumni Representative.  This requirement is to assure that all Regionally mandated items are appropriately placed in the agenda, not to override the chapter’s creativity in putting on the conference/convention.

l. Prior to or just after being elected as host of an event, the chapter should secure lodging at a decent hotel at as reasonable a rate as possible (a special conference rate would be ideal) for, initially, about 50 rooms, mostly doubles with at least some singles, and some “smokers.”  Try to get as late a “room drop date” as you possibly can since Phi Theta Kappans are notorious for being late to register for the hotel and the event.  If at all possible, try to get a hotel with free continental breakfasts. You might also attempt to get a hospitality room at the hotel for free if a certain number of rooms are rented for the conference.  Most hotels will oblige.  If possible, use your college federal tax exempt ID number as a blanket exemption from Michigan state sales tax for all the chapters attending.

     2.   Prior to or just after being elected a host of an event, the chapter should secure a 

           food service for the meals the chapter anticipates providing for the event.  The cost 

           should be kept as reasonable as possible for as good a quality as possible.  Ideally, 

           you will have been able to secure a hotel that offers free continental breakfasts.
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3. The host chapter should appoint a committee, or several committees, to be in 

charge of various aspects of the event, such as the program agenda, the speakers 

and workshops, the entertainment, etc.  Failing that, reliable individuals should be placed in charge of these so that a handful of officers and the advisor(s) are not so overwhelmed by the task that it is detrimental to the event. These responsible persons should develop a timeline for achieving the various requirements of the conference/convention. 

4. The advisor(s) should be involved in every stage of the planning and should oversee the work to be sure that necessary things are being done at reasonable times.  The advisor(s) should also plan on being present during the entire conference, including the advisor meeting.

5.  Working with the Regional Coordinator and the Regional Officers, the host chapter should determine very early on just what elements are mandatory for the event,  build those elements into the agenda, and, MOST IMPORTANTLY, create a general flyer (lacking, of course, the details that are still not worked out)  describing the event and the projected registration fee. 

·  The registration fee for the conference should be calculated to cover all costs but without making or losing money.   According to HQ, this charge should be sufficient such  that the Regional Officers, the Coordinator, and an HQ guest are not charged a registration fee.  There is no HQ guest at Mini-Honors.  The Region covers all other expenses of the officers and sometimes of the HQ guest.

· The flyer should indicate that your chapter is hosting such and such an event at such and such a date and will have such and such general features.  It should also indicate which hotel will be used, its conference rate, the code name for the conference rate (recommended: Phi Theta Kappa), the “room drop” date, the phone number and the location. 

·  This preliminary flyer should be sent as soon as possible after the chapter is elected as host, but ideally at least two to three months before the event.

6. As the agenda and program are more fully developed, a second flyer should be  sent approximately six to eight weeks before the event, with a projected or tentative agenda, including the registration deadline.

· Maps for the hotel and maps of the campus with specific locations of projected meeting rooms should be included, along with a standardized registration form. Please try to make the registration date as close to the event as you possibly can.  Remember, Phi Theta Kappa chapters do not all operate in a timely fashion, and you will lose attendance if your registration or hotel cut-off dates occur significantly before the event takes place. 

· If you are willing to give a reduced rate for one day attendance, especially for alumni, include it. 
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·  Indicate to whom checks should be made out and provide the name and address of the person to whom the registration form and fee should be sent. The registration form should include lines for the attending chapter and advisor name, that college’s address and the advisor’s phone number, the number of attendees, their names (insofar as they are known), the fee per person, and space for the total amount due.  

· You should also make very clear the closing registration date for the stated fee and whether there is a late or on-site registration fee and its amount. 

·  It is strongly recommend that you ask on the form if any attendees are vegetarian (and to what degree) so you may provide appropriate food for them.  (And be sure to notify your food service vendor!) 

7. Approximately three to four weeks before the event, another mailing should be

made, with any changes to the preceding one noted.

· Maps should again be included.  
· Remind chapters to bring their own college’s tax exempt form for the hotel if your chapter was unsuccessful in obtaining a blanket state sales tax exemption.
· If the preceding agenda was not that specific about times and locations, this one should be.  It will still be possible to make relatively minor adjustments in the agenda right up to the last minute. 
· VERY IMPORTANT:  It is mandatory that the final agenda be approved by the Regional Coordinator.  It is highly recommended that the remainder of the Executive Board and the Alumni Representative also approve it.  This requirement is to assure that all mandatory Regional business is conducted at appropriate times, not to override the chapter’s creativity in its method of putting on the conference/convention.  (Please note that this is an intentional redundancy!)
· In addition to the final schedule of events, the final agenda should include a short biography of your speakers/presenters and any other necessary information such as a map of rooms and/or buildings in which the events occur.  It would be very wise to be sure those rooms and buildings have appropriate signage for the duration of the conference/convention.
8. It is anticipated that the host chapter will provide for each attendee a “goody” bag including a final conference agenda, paper for notes, campus maps, any related flyers or materials on the Honors Topic or Service Theme, etc., all of the latter being stuffed in a college or other folder for convenience.  If you are not providing all the meals, you might want to include a map of—and coupons from—local restaurants and fast food places your chapter recommends.  The goody bag might have pens, erasers, pencils, candy, various trinkets, other college ‘advertisers,’ brochures from interesting local attractions, etc.  Use your imagination!

9. Be sure to provide a receipt book at the registration desk.  Almost all colleges
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require chapters and advisors to document their expenses.  Remember, they are audited by the state!  If some chapters send their registration fees early, it is preferable to send them a receipt in advance.  Be sure to provide attendees with name badges and necessary coupons, if any, for meals.

 10.    The question always arises as to whether you should reimburse a chapter for some-

one who cannot, after all, attend.  As a courtesy, if you are notified in time to adjust your food costs, you should reimburse that chapter for the difference.  However, if it is too late to do so, you are under no obligation and probably should not do so in order to avoid setting a precedent for future host chapters.  However, chapters should be allowed to substitute other members for any who cannot attend.  

  11.   Be sure there is adequate signage for attendees to find the building in which 

          registration takes place as well as for all rooms you will be using.  You might need 

          to assign some members, stationed at the registration desk, to act as guides.  How-

          ever, good campus maps and signage may alleviate this concern.  Still,  be 

          sure the registration desk has attendants available at all likely times to register 

          attendees, particularly late ones, and to guide them as necessary.

· It is strongly recommended that you provide name badges for all attendees.

12. Be realistic about the timelines in the agenda so the Regional Officers can stick to it in a timely manner.  As a Region we have not kept our events on schedule, and we need to make a real effort to do so.  Nevertheless, be sure to provide adequate breaks for bathroom, coffee-soda, PTK hugs and brief fellowshipping, and stretching!  A restless group is not attentive.  For that same reason, a host chapter which provides coffee/tea/soda, etc., for the majority of the conference time is much more likely to have a highly successful and well remembered conference than one that doesn’t.  (You will especially be revered by your caffeine-addicted Coordinator.  Thank you for that in advance.  Incidentally, your college’s soda pop machine supplier may very well be willing to supply you several cases of a variety of soda pop gratis if you ask.  They generally have budgeted for such “public relations” types of requests.  If not, buy the soda in quantity when it’s on sale and calculate it into your registration fee.) 

13. Normally, the Regional Officers introduce guest speakers unless there is special reason to do otherwise (such as the fact the speaker is an honorary member of your chapter).  But you need to be sure that someone from your chapter is assigned to meet and greet the guests you are bringing in for the event and to introduce them to the Officers.  (The short biography of your speakers that you provided in your final agenda will come in handy at this point.)  
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· Your chapter should provide something for the speakers/presenters, if only a token of appreciation, and that is something the chapter president might present after each speaker is finished.

· Arrangements for picking up or meeting an HQ guest should normally be made by the host chapter, but the coordinator, the regional officers, and the alumni are usually available to help out as necessary.

14. If there are to be “break-out” discussion sessions, be sure to have divided the

attendees into reasonably sized groups on a basis that mixes members from different chapters as much as possible.  The group an attendee is in can be indicated by a color dot on his/her folder or in any number of other ways.  (This can be done in advance as registrations arrive, but may have to be somewhat haphazard with last minute registrations.)  Be sure you have assigned responsible group discussion leaders!

15. Special Notes on Leadership/Mock Chapter:  This conference is usually scheduled the weekend after Labor Day and normally begins on Friday evening and continues until around Sunday noon.  Most of this event is pre-programmed and probably requires less planning than the other Regional events.

· You might need to find one Leadership Speaker or Activity, but generally the Coordinator, HQ guest, fellow advisors, and Regional Officers are likely to be the best source of speakers and workshop presenters for this event.  

· You will need one large meeting room for Regional Business and multiple rooms for the different Mock Chapters to meet in. You will need a room for the Advisors’ Meeting and a possible Alumni Meeting.  

· You will also need a mechanism for randomly assigning attendees to the Mock Chapters.  Since learning from each other is part of Mock Chapter, you do not want an MC made up of too many members from one real chapter but of a mixture from many of them.  

· This conference requires the active help of the Alumni Representative and alumni from the MRAA to be the judges of the Hallmarks submitted by the Mock Chapters.

· You will have an HQ guest, usually the North Central Vice President. The Region will pay the hotel rooms for the Regional Officers and the HQ guest, but neither they nor the Coordinator should be asked to pay a registration fee. Figure their food costs into the registration fee you charge.  You should also be generous with any fees you charge your alumni judges; after all they are doing all of us a favor by being there.

· The minimum base-line attendance for estimating your costs should be at least 50, but be prepared for as many as 97, the record so far.

· Some entertainment ought to be scheduled for Saturday evening.

· You will want to provide room/space/time for Marketplace.
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· Provide name badges for attendees.

16. Special Note on Mini-Honors:  This event, usually scheduled for late October or early November, requires more planning and work on the part of the host chapter than does Leadership/Mock Chapter.  Please avoid a conflict with the dates for the Michigan Honors Association Conference! 
· The chapter is responsible for obtaining as many as five or six speakers on the Honors Topic as well as for arranging for Break-out Seminar Sessions.  

· The Regional Officers and others who have been to the International Honors Institute are the natural Seminar Leaders, and they could also be speakers in some cases. 

· You will need to book one large meeting room to hold the entire group for Regional business and the speakers as well as multiple meeting rooms for the seminar sessions. You will need a room for the Advisors’ Meeting and a possible Alumni meeting. 

· You will also need some random mechanism for assigning attendees to the different seminar groups.  

· This event may last from Friday night to the following Sunday noon; however, it would be quite acceptable to have it end late Saturday afternoon. 

· Some entertainment ought to be scheduled for Friday night or Saturday night, depending on the length of the conference.  

· This conference does not have an HQ guest, but the Region covers the hotel costs of the Regional Officers.  Neither they nor the Coordinator should be asked to pay a Registration fee.  Their food costs should be figured into your registration fee.  

· The minimum base-line attendance for estimating costs should be at least 50, but be prepared for as many as 80.  

· Do not forget to include the Regional T-Shirt Contest in your planning, your promotional flyers and in the event itself.  You will need a place where the designs can be seen by all attendees.  

· Typically, you will need a room/space/time for Marketplace.

· Provide name badges for attendees.

17. Special Note on the Regional Convention:  This event requires more planning 

than does Leadership/Mock Chapter, but possibly not as much as Mini-Honors.  It usually runs from Friday evening until approximately 1:00 Sunday afternoon.

· Much of the Program is pre-set, as there are many official Regional activities that take place, such as candidate speeches, the Political Rally, the Hallmark Award Program, etc. 

· There is an HQ guest and arrangements might need to be made for his/her arrival.
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· Typically, the HQ guest will be a speaker on the new Honors Topic and will also be able to offer several workshops on that Honors Topic and the new Service Theme.

· Other workshops can be provided by the Coordinator, other Regional advisors, and the Regional Officers.  However, you may well want to bring in some local expert for one or more workshops. 

· You will need a general, large meeting room for general sessions and at least three smaller rooms for workshops, candidate orientation, the Advisor Meeting, and the Alumni Meeting.

· You will need a small room near the larger meeting room to temporarily place the officer candidates who have not yet made their speeches or answered their questions in front of the group.  It is very important that the room be secure enough that these candidates cannot hear the candidate-speaker or the questions being asked him/her by the current Regional Officers.  

· You will need a relatively large space for the College Fair, the Art Competition, Market Place, the Political Rally, and the Performing Arts Competition.

· You will need a table for each candidate during the Political Rally.

· You will need to provide special badges or name tags for Voting Delegates, on per chapter.  

· The arrangements (excluding the room) for the College Fair are usually made by the MRAA President or the Alumni Representative, so please be in touch with both of them.  Often the senior colleges at the College Fair are willing to help subsidize some small part of the Convention’s cost in return for appropriate recognition.  (For instance, the “Western Michigan University Ice Cream Social” printed in the convention program and/or on the room signage.) 

· You will need a large room for the Awards Banquet/Gala, and you will probably want to have a nice menu and some decorations.  

· The Hallmark Awards program usually requires a large room and a special head table, as does installation of officers.  However, it is possible, if the agenda is carefully planned, for the same large room to be used for the main meeting room, the College Fair, Market Place, the Political Rally, the Hallmark Awards Banquet/ Gala, and the Hallmark Awards Program.  

· You will need to have the ability to create and duplicate a last-minute officer and host chapter ballot, one per attending chapter, as the official ballot is not final until after the first general session.  

· Typically, the Region covers the hotel costs of the HQ guest and of the Regional Officers.  

· The Regional Officers, the HQ guest and the Coordinator should not be charged a registration fee.  The cost of their food should be calculated into your registration fee.  

· You will want to plan for some special entertainment, typically a dance, after the Hallmark Banquet/Gala on Saturday night.  

· The base-line attendance for estimating your costs should be around 100, but be prepared to adjust your space plans and food count for as many as 160.
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· Provide name badges for attendees.  

18. Try to estimate your costs carefully such that you do not lose money nor make more 

than a few hundred dollars.  A host chapter is providing a service to the Region and should not treat a conference or convention as a fund-raiser.  If, due to unforeseen circumstances, the host chapter loses money on an event, it may appeal to the Regional Coordinator to reimburse the chapter for the registration fees of the Regional Officers, the Coordinator and any HQ guests. It is rare that a well prepared event loses money, but, in general, it is a good idea that chapters should earn some monies to hold in reserve in the event that awful prospect does happen.  Often a chapter can get some “upfront” money from the administration of the host college to defray some costs or to keep costs of the conference at a reasonable level.

As mentioned above in the Special Notes on the Regional Convention,  #17, often the colleges attending the College Fair may be willing to make donations for the privilege of co-sponsoring some part of the Regional Convention. 

19.   The chapter winning the annual Regional t-shirt contest, which takes place at Mini-

Honors Institute, usually begins selling the successful t-shirt at the following Regional Convention.  That t-shirt remains the official Regional t-shirt until the new one is selected at the next Mini-Honors.  Chapters may continue selling a former official Regional t-shirt so long as they do not represent it as the current official Regional t-shirt.

