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FAR WESTERN DISTRICT 

BARBERSHOP HARMONY SOCIETY
   2010 BID MANUAL

SPRING INT. QUARTET PRELIMS/DIVISIONAL CONVENTION/CONTESTS 

FORWARD 

This Manual has been prepared to assist FWD chapters and convention bureaus in evaluating:

1. The ability of a chapter, chapters, and its members to organize, manage and successfully 

host a FWD Spring Int. Quartet Prelims/Divisional Convention/Contests.

2. The availability of adequate, desirable and affordable facilities in the prospective 

host city.

An inquiry to host a FWD Spring Int. Prelims/Divisional Convention/Contests may originate from a chapter, a group of chapters, or by a city that is interested in hosting this convention but which does not have a local chapter.  The FWD Events Committee could act as the host committee in the event there is not a chapter in the Host City.  The bid must be submitted on the official bid form provided by the FWD CEC (Chairman of the Events Committee). 
In seeking out desirable FWD Spring Int. Prelims/Divisional Convention locations, the FWD CEC (Chairman of the Events Committee) contacts, or is sometimes contacted by, convention bureaus and/or hotels.  Such inquiries are reviewed for basic convention requirement. If applicable, they are then discussed with a local FWD Society chapter contacts for consideration.

FWD Barbershop Harmony Society conventions rely heavily on local volunteers to handle many details of planning and the overall convention operation. Chapters interested in bidding for a FWD Spring Int. Prelims/Divisional Convention should first obtain a pledge of support from the chapter members. Included in the following pages is information pertaining to basic convention requirements, recommended procedures and organizational guidelines.  Also included is a copy of the official FWD Spring Int. Prelims/Divisional Convention Bid and Budget forms.  This material should answer most of your questions.  However, if you need additional information, feel free to contact your Division VP or current FWD Chairman of the Events Committee.
John Jones

2010 FWD Chairman of the Events Committee 















johnkathyjones@aol.com 

RECOMMENDED STEPS FOR A CHAPTER

CONSIDERING A FWD BARBERSHOP HARMONY SOCIETY

SPRING INT. PRELIMS/DIVISIONAL CONVENTION BID
1. Review carefully and thoroughly the Manual of Requirements. 
2.

Discuss the basic requirements at the chapter Board of Directors meeting:

a.
 
 Do the chapter members enthusiastically support the idea of hosting a FWD Fall Convention?

b.  Does your city have adequate existing facilities and attractions as required and outlined 

      
    in the Manual of Requirements?  (Auditorium, convention bureau, hotel rooms, parking

      
    facilities, special interest activities, etc.)

c.  
 Are these facilities available on the specified dates?   

3 If the chapter Board of Directors votes favorably on extending a convention bid, an acting General Chairman should be designated to coordinate arrangements, through the convention bureau, for the specified dates to be tentatively reserved at the hotels and the auditorium.

4.   
Next, the President, or someone appointed by him, should be requested to present this matter to the chapter membership at a regular (or perhaps a specially called meeting of the entire chapter membership for this specific purpose) chapter meeting.

5.

Host chapters are expected to investigate and assist in arranging for those events that will create unique convention experience for the attendees. 

SUBMITTING THE BID

If the decision is to proceed with the bid, complete the Official Bid Form CA-100-SD in triplicate, and the other required supporting documents, sending one complete set to the FW CEC (Chairman of the Events Committee) one copy to your Division VP and retain the other for your records.
SITE SELECTION PROCESS
Once the bid is received by the FWD CEC (Chairman of the Events Committee) a site visit is scheduled by the local DEP (Division Events Planner) etc.  This generally is a one-day visit to the city where a thorough inspection of all of the proposed facilities is conducted.  Subsequently, a report of these findings is prepared and distributed to the FWD CEC (Chairman of the Events Committee for review. He then prepares a list of any specific concerns he may have and sends it to the applicable bidding city/chapter for resolution.

It is expected that the FWD CEC (Chairman of the Events Committee) will meet at the Spring or Fall Convention and will discuss all bids.  It is at this meeting that the selection will be made as to which cities will be recommended to the FWD Board of Directors.  This recommendation is presented to the FWD House of Delegates for ratification.     

The selection criteria that the committee will use as the basis of its recommendation are:

       1.   Accessibility- air service, travel considerations.

       2.   Affordability- proposed hotel rates, transportation to and from the city, cost of meals,

             local transportation, etc.

       3.   Attractiveness- attractive winter destination; attractions, tours, vacation desirability,                                     reputation of the city.

       4    Facilities- proposed contest venue, functionality of hotels for our needs, moving                                           attendees between hotels and contest venue.        

CONVENTION MANAGEMENT
The organization of the FWD Spring Int. Prelims/Divisional Conventions is controlled by the FWD CEC (Chairman of the Events Committee) subject to the authority of the District Board of Directors on policy matters.

Convention plans made by the local General Chairman and his committee are to be reviewed by the local  DEP. The direct supervision of the Sprint Int. Prelims/Divisional Convention is the responsibility of the FWD CEC (Chairman of the Events Committee). The Convention Steering Committee should be comprised of the following people:                                                                                                                                  

                                                      General Chairman

                                                      Assistant Chairman

                                                      Secretary

                                                      Treasurer

                                                      One (1) or two (2) committee coordinators

                                                      Local DEP

This committee formulates the overall plan for the convention and establishes policy within the framework as set forth by the FWD CEC (Chairman of the Events Committee).  In general terms, the CEC is responsible for the operation of the convention and the General Manager is responsible for the supervision of the committees and their assigned duties.

FINANCES
The host chapter(s) receives the following share of convention income or flat fee:

1. (40% maximum) of the net proceeds or $1500 whichever is greater (Spring Int. Prelims/Divisional and Fall) (Chapter Run – 2008-2009)  
2. ($1,500 Spring Int. Prelims/Divisional) (FWD Events Team Run)

The FWD shall retain all other convention revenue from all other sources unless prior approval by the CEC is given. All budgeted and approved expenses of the convention, including publicity, steering committee expenses, registration materials, staff travel and expenses, etc. are paid through the Convention Finance Chairman.  

Budgeted items that are considered amenities (those not essential to the operation of the convention) and proposed by the host chapter(s) are the sole responsibility of the host chapter(s). Examples would be gifts for Judges and/or their wives; committee uniforms; hospitality rooms; special services such as limo service from the airport for selected dignitaries, etc.  The cost of these items, if paid for by the FWD, will be deducted from the host's share at the time of the budget reconciliation.

STEERING COMMITTEE PERSONNEL
Following is a list of steering committee personnel normally required and a summary of the general qualifications and duties involved:

General Chairman     

Must be an organizer, a topnotch leader, well liked, highly respected and devoted to the Society.  Secretarial help and unlimited use of telephone facilities are essential.  Must be available on very short notice to handle convention business.  Also he should be a regular attendee of the district Spring and Fall conventions, in order to have enough familiarity with convention activities to understand and fulfill the job description.

It is the responsibility of the General Chairman to select qualified committee  chairmen to assist him with the convention planning and operations.  Personal follow up on contracts with local officials, hotels, the convention bureau, etc., is required.  He must not be afraid to replace a committee chairman who is not doing his job.

Assistant Manager   

The Assistant Chairman must have the same qualifications as the General Chairman.  This man must be in a position to relieve the General Chairman by assuming supervision of details and should be intimately acquainted with all convention arrangements in order to assume the responsibilities of the General Chairman should it become necessary. He may also be responsible for special assignments given to him by the General. 

Secretary                  

Keeps minutes of Steering Committee meetings and general meetings. Maintains committee convention records and correspondence on the local level.

Finance Chairman 


Acts as the financial officer of the convention on the local level.  Prepares the initial Convention Preliminary Budget Form CA-101-SD and subsequent Revised Budget Form CA-102-SD when due, to the FWD CEC (Chairman of the Events Committee). Pays vouchers and invoices submitted by committee chairmen (after approval by the General Manager). Amounts not specifically identified in the budget and all items over $100 must be approved by the FWD CEC (Chairman of the Events Committee). Advances may be made to the host chapter so that no chapter funds are used for convention expenses.

Reimbursements of out-of-pocket convention related expenses, are made to committee chairmen by the convention Finance Mgr. on presentation of receipts and paid invoices, which have been approved for payment by the General Chairman, the Finance Chairman also receives all monies collected by the host chapter or its designees, from the public registration sales and sales of special event registrations. 

These funds are to be deposited in a special Fall Convention account. A final accounting of all transactions handled by the Finance Chairman (income and expense Form CA-103-SD) is to be sent to the FWD Treasurer (along with check) and copy of the form to  the  FWD CEC  (Chairman of the Events Committee),  and  FWD President

Within 45 days following the close of the convention.

Registration Chairman  The Registration Chairman has a key role in the convention from early in the

planning stages up through the last night of the convention. He, or someone key to this committee, must be computer literate. There is too much automation involved  in the various registration processes to attempt doing it by hand or by guessing. There is a separate Registration Manual available as a supplement to the convention manual.
The host chapter(s) and the FWD Events Committee share a solemn obligation to meet or exceed the estimated profit figure as indicated in the approved convention budget.

The Society office provides liability and property damage insurance coverage for the convention at no cost to 

the chapter.

Fundamental Requirement of the Host Chapter
1. Provide adequate volunteer personnel (from one or more chapters).  

A minimum of 20 active members is required full time during the convention. 

2. Provide an adequate number of volunteers (from one or more chapters) 

to fill the principal committee assignments of the convention.

3. Actively support the convention effort through member participation and promotion.
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