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Abbreviations Used in this Manual
CVB – Convention and Visitor’ Bureau.  The CVB in the city that is home to the annual meeting is charged with ‘selling’ their city as a convention center, and with providing services to conventions and meetings.  

ED – Executive Director of the MSS.
EM – Event manager.  The professional member of the hotel staff who will be the MSS liaison for the annual meeting arrangements.
LAC – Local Arrangements Chair of the MSS.

PC or PE – Program Chair of the MSS annual meeting, who is also the MSS president-elect.
SECTION I:  Suggested Time Table
[See SEction II for more information about each underlined topic.]

13-14 months before ‘your’ annual meeting – January-February of previous year
· Obtain a copy of the hotel contract from the ED and review it to become familiar with the terms.
· Find out from the ED who will be the hotel’s EM for your meeting. 
· Schedule a brief meeting with the EM to get acquainted and tour the conference rooms.  
· From the EM, get possible dates for the fall board meeting, which is usually held Friday noon to Saturday noon early in September. MSS will need 25-28 hotel rooms [exact number to be confirmed later], and a meeting room for the board meeting. [Usually, the hotel contract provides these rooms at the conference rate, and a complimentary meeting room.]
12 months before your annual meeting – at the previous annual meeting
· Recruit local arrangements committee members and helpers.
· Get acquainted with the ED, PC, and other key people.

· Shadow the current LAC to learn more about your job.
· If you can fit it in, work at the MSS registration area for a few hours to learn about registration.
· Attend the Saturday or Sunday board meeting to meet the board and report the possible dates for the fall board meeting. Assist the board in selecting a fall meeting date.
11 months in advance 

Contact your CVB to find out what services/literature they can provide to you now, and to the 800-1000 meeting participants later; e.g., restaurant guides, maps, brochures about things to do in the city.  [The hotel concierge may also be a resource.] More and more, CVBs are relying on their websites to distribute information to tourists.  
8-9 months in advance
· Work with the ED to set up a walk-through of the conference space to take place at the fall board meeting, and to include you, the ED, the Exhibits chair, the PC, and the PC’s student director. At this meeting, each participant should receive a set of floor plans describing the conference space layout and conference room sizes; a list of audiovisual costs, hotel menus, and other relevant hotel information. 
· Review bill payment options and decide how you will handle the expenses that will come to you.
· Begin tour planning – try to have topics and tours to suggest to the board at the fall board meeting.

· Scout out and select a restaurant for the fall board meeting dinner.  
6-7 months in advance – during the fall board meeting weekend
· Attend the conference space walk-through with the ED, PC, student director and exhibits chair.

· Work with the ED to obtain information from the hotel about child care, disability needs providers, definition of setups for the session rooms, signage needs, including whether hotel will provide drapery/signage for exhibitors, decorators for the exhibits hall, hotel shipping regulations, and any extras that may be required such as a piano, information tables, or bulletin boards.
· Sometime during the fall board meeting weekend, meet with the exhibits chair, PC and ED to clarify program responsibility.  Together, you will decide who will take responsibility for ordering food and audiovisual equipment; and when the pre-function meeting will take place. You might also discuss the placement and hours of registration, placement and hours of exhibits hall, exhibit hall security, number of exhibit workers, timing/sponsorship of food events, uses of audio visual equipment, times and placement of plenary sessions, timing and costs of tours, gift item/materials to be provided to conference participants. 
· Coordinate with the program chair (PC) about an article/invitation for the January annual meeting promotional packet—you may wish to do a joint piece or separate ones.
· Attend the fall board meeting, and give a brief oral report about local arrangements to date. 
6 months in advance  - after the fall board meeting:
· [Optional, but nice.] Write a brief note for the fall TMS, from you as LAC, encouraging members to come to the spring meeting and highlighting the tours you have planned and/or some of your city’s attractions.
· Determine in what areas you will need assistance and finish recruiting your local arrangements committee.
Your committee’s tasks include:

· Working with the PC and ED to select and order lanyards, badge holders and the promotional item you wish to give out at the meetings.
· Planning and staffing optional tours and arranging transportation for them.
· Setting up the employment center, collecting and copying materials for it, and policing it regularly.
· Stocking and policing the information tables.
· Arranging childcare and disability accommodation.

· Working with the ED to order signs, as needed, and deliver to the hotel.

· Copying and collating materials to hand out to participants.

· Assembling lanyards, name badges and ribbons for advance registrants [Materials provided by ED.] 

· Stuffing/preparing the registration packets at the hotel or preparing them offsite and arranging for delivery.

· Staffing the registration desk and the exhibits hall, as needed, with volunteer colleagues and paid student workers.
4-5 months in advance – Deadline Dec. 15
· Finalize your welcome/invitation note and all tour information, and submit it to the ED for publication in the pre-registration packet and on the website.
· Forward a list of your committee members to the ED for recognition in the program book.

2-3 months in advance - January-February

· As soon as pre-registration materials become available online and through mailings to members, you will start to receive requests for child care, disability accommodation, and employment center inclusion. Be organized and ready!  If past years are any guide, the number of requests in each category will be very few. [In 2010, they were 0, 0, and 5, respectively]; and the requests are likely to come in at the last possible minute.
· If you haven’t already, determine how and where you will copy materials, where and when you will assemble nametags, ribbons and registration materials; and how you will transport all materials to the hotel. [Program books will be shipped directly to the hotel.]
· Confirm your student and colleague registration/exhibits workers – plan how/when you will train them and schedule them.
· Confirm all tour arrangements.  Don’t forget to provide a ‘wrangler,’ preferably an adult, who can take responsibility for ‘herding the cats’ onto the bus, taking action if the bus fails to arrive, or making decisions if participants are not present when the bus is ready to leave, etc.
1-3 weeks in advance – when the pre-registration period closes
· Get on-site registration form and probable number of meeting participants from the ED. 
· With ED, decide what color paper to use in printing various handouts, and what other copying needs to be done [e.g. errata, restaurant guides, info about the location of student and MSWS suites.] Produce needed number of copies.  If the CVB is providing any brochures or tourist maps, pick them up or have them shipped to the hotel [check hotel shipping regulations first.]
· Make final arrangements for packet-stuffing, picking up signs, preparing final employment center materials.

· Double-check all tour, child care and disability arrangements.

One day before the meeting

Transport all copying and other materials to the pre-arranged site in the hotel. 
Attend the pre-function meeting with hotel staff to iron out any final difficulties.
Help the ED to set up the registration space and prepare for registration to begin the next day.  
During the meeting

Supervise the registration workers and area to optimize registration and information services to all meeting attendees.  Have fun!
After the meeting - Breathe!  You did it!
· Make sure all bills are sent to the ED or treasurer, including the student workers’ time sheets.
· While it’s fresh in your mind, make notes about ‘things I would do differently’ to share with your successors through the local arrangements manual and send those notes to the ED.  You’re done!
SECTION II:  Definitions
ANNUAL MEETING PROMOTIONAL PACKET

In past years, the annual meeting was heavily promoted in the January TMS.  In 2010, however, MSS substituted a special annual-meeting promotion packet for the January TMS, and mailed it to all current and many former MSS members and meeting participants. [Because the packet was smaller and less-expensive to print than a regular issue of TMS, MSS was able to mail to many more people.]

AUDIOVISUAL POLICY

In 2010, the annual meeting moved into new audiovisual territory, providing overhead projectors AND LCD projectors for all breakout rooms. [Formerly, board policy permitted only old-fashioned overhead projector.]  This liberalization was possible because audiovisual equipment rental prices continue to fall steeply. Going forward, it is likely that this decline will continue and that MSS will continue to provide LCD projectors, possibly even moving away from overhead projectors completely.
BILLING and BILL PAYMENT OPTIONS
· Work with the ED well in advance of any bills to decide which payment methods work best for you.

· The Treasurer will have set up a master account with the hotel for the annual meeting.  Only a few people will have authority to charge things to the master account during the meeting:  PC, Treasurer, ED and you. The MSS may decline to pay for items signed for by any other individual.

· For large expenses, you can ask the ED to charge the expense; or ask the company to send the bill directly to the Treasurer.  

· Or ask for a bill, and send it to the treasurer with a request that payment be submitted directly to the company. 

· You may also wish to pay for some small items directly.  If so, keep receipts, and send receipts to the treasurer with a brief explanation, and request reimbursement.  Only receipted expenses can be reimbursed.
· For copying and signage expenses, you may wish to run an account at your institution.  Immediately after the annual meeting, be sure to follow through and make sure the bill is sent to the ED.
BUDGET

The LAC’s budget includes:

· Promotional items, name badges, supplies, signs.

· Pay (minimum wage per your state) for student workers.

· Net tour expenses [outright expenses minus tour fees].

· Child care.

· Disability accommodations.

Child Care/DISABILITIES Arrangements
· The MSS has long been committed to providing partially-paid quality childcare for members who wish to bring children to the meetings.  However, for the last dozen years, very few members bring their children.  Thus, the following procedures are suggested.
· The ED will include a statement in the pre-registration materials indicating that childcare can be made available, but requiring that people contact you [or your designee] at least one month before the meetings.

· Determine what your options are for childcare.  In some cities, a quality childcare facility has been available near the hotel.  Another alternative is to work with a local nanny service. In choosing a vendor, select one that carries liability insurance and specifies a security protocol. [Often, the hotel will recommend a service.]

· Interview by phone and select a service.

· Advise prospective childcare users that the MSS will pay half of the child care cost for times when the user is attending official events.  Clients will make their own arrangements from contact information provided by you, pay the nanny and then submit a copy of the bill to MSS for reimbursement.   

· You may be contacted regarding disability accommodations.  $2000 is budgeted for the provision of disability services at the annual meeting.  Per Board Policy 9/20/03, no single recipient may receive accommodations in costing more than $1000.  MSS is not covered by federal ADA guidelines per se, but we do attempt to make reasonable accommodations within budgetary constraints.
Complimentary Guest Rooms [This section provided FYI:  these rooms are allocated by the ED.]
· The hotel contract always includes provision for complimentary guest rooms.  The standard formula is that the MSS will receive one free room night for each 50 hotel nights sold. These ‘free’ rooms help offset the cost of the annual meeting.

· The following officers are eligible for complimentary rooms for 3 nights during the annual meeting. [Four nights are permitted if necessary for them to accomplish meeting-related tasks, but permission for anything over three should be sought in advance from the treasurer.]  President:  Eligible for a suite.  This normally is included as a comp in the contract, and thus is not charged against the comps.  If it is charged against the comps, ideally it should count just as a regular room.  Eligible for a double room: President-Elect, Secretary, Treasurer, TMS and TSQ  editors, Exhibits Chair, Annual Meeting Chair, Publications Committee Chair, three student directors, LACs (present and next year), President-Elect-Elect.  The ED also receives a room (4 nights), transportation and meals by virtue of required on-site activities. 

· Frequently, hotels offer upgrades to suites or concierge level rooms.  

· If there are upgrades or complimentary rooms not spoken for, the ED will confer with the PC and LAC to determine who should receive these.
· A final list indicating who is to receive complimentary rooms is put on the MSS master account by the ED a few days prior to the meeting
Employment Center

· The "employment center" has not seen a great deal of activity since the late 1990's so the employment info is kept at or near the registration desk and its hours will coincide with those of the registration desk. 
· Post a sign and use a hotel-provided bulletin board, or some other format for people to use to leave messages.  Employers/employees are asked to list their cell numbers on the forms used.

· There are two types of forms, one for applicants, one for employers--the ED will provide updated forms to the LAC and post them on the website.
· Set a date by which you want the forms returned to the employment center organizer.  

· Forms will be submitted to the LAC electronically or by fax or mail.

· Organize the forms for the meetings.  

· Determine whether you will have copies available.  Some people will ask to copy the vitas and/or position statements on site.  Copying should be at the expense of the person requesting the service as on site copying is expensive.
· Registration personnel need to be trained to provide limited assistance.  
· A good message system (cell phones are probably the best) lets applicants/employers locate each other.
· Be sure to keep a back-up file in case the notebook walks away.
Exhibits and Advertising

· The Exhibits and Advertising Chair will work with the ED to recruit exhibitors and sponsors and coordinate the exhibits area.  
· The exhibits area should be large, centrally located, have more than one entrance to facilitate the flow of people, be secure and exclusive to the exhibitors.
Whenever possible, food events will be scheduled into the exhibits area to maximize traffic.
FALL Board MEETING and FALL BOARD MEETING DINNER
· Traditionally, the fall board meeting is scheduled early in September, and is held from Friday noon to Saturday noon in the hotel where the upcoming annual meeting will take place. 
· A walk-through of the conference facility is scheduled for Friday morning with the hotel’s event manager. This meeting includes the LAC, PC, PC’s student, ED and the exhibits chair.

· The board meeting begins at 12:30 on Friday, continues until 5 or 6 pm and then continues Saturday morning with a breakfast buffet, concluding by noon.
· The group has dinner together Friday evening at a restaurant selected ahead of time and reserved by the LAC. During the Friday afternoon board meeting, the LAC will have an opportunity to take a final dinner count and phone it to the restaurant.
FOOD
· Work with the ED and the PC to plan food for the annual meeting. 

· As you plan you must keep in mind a number of issues, not the least of which is cost.

· Many people do not eat pork or shellfish.  If the meeting is held during Lent, avoid meat on Friday.
· Many people [up to one-half of the students!] are vegetarians or vegans; and veggie options should always be available.

· When planning food, do not forget that the final cost will include an added-on service charge and state and local taxes. [This ‘plus-plus totaled 35% in Chicago, 2010.] MSS is exempt, in Missouri, from sales tax.
Breakfasts

Beginning in 2009, four breakfast events are held at the annual meeting: ASA department chairs, MSS Committee Chairs, State Society Representatives and State Directors, and final board meeting.  A continental breakfast with one warm entrée has been successful for the last few years. One way to adjust is to low ball the numbers, but do have more than pastry and coffee. Yogurt and fruit works well. 
Lunches
If a lunch is served, most popular has been a buffet either with a variety of sandwiches or sandwich makings, salads and/or soup and some kind of dessert.

Snacks

You may want to order soft drinks, coffee, fruit, or other light snacks for mid-afternoon at board meetings.  Unused non-perishable snacks can be donated to the student suite.  

Socials

Coordinate with the PC and ED and plan carefully.  These are expensive events.
Consider time of day:  Late evening, after dinner, people will eat very little.  They will want drinks and some light snacks. Early evening, before dinner, people will eat a lot – plan food that they will enjoy, without getting into excessive cost items.
Coordinate with the ED, President and Past-President.
a.
Welcome event party hosted by the current President.  Attendance at this event will be relatively small – maybe 100 people, although it is open to all. [In recent years, this event has been on-again, off-again.]
1.
Order one bar and bartender.

2.
Coordinate menu with President.  

3.
Normally, you can order a minimal number for simple items like this and get more if a lot more people show up.  Unused non-perishable snacks can be donated to the student suite.
b
Presidential Reception (following the president’s address)

1.
This will be the biggest attendance event.  

2.
It also should have the best food array, and will be the most expensive food event.  The hotel should be able to provide a mix of crudités and dips, chips, cheese, fruit, and maybe a few warm appetizers.  Resist the pressure to serve baron of beef and other such items.  You can get so much more for your money and still have wonderful food without going to meat items.

3.
Maybe two bars for this event.  Everyone will arrive at once after the speech. 

c.
Peter M. Hall Lecture Series reception. Sponsored by Carl Couch Center for Social and Internet Research.  Speaker selected by rep of the Center, PC assigns time slot.  This event is traditionally followed by the SSSI banquet.  The Carl Couch Center representative may request assistance from the LAC in choosing a restaurant.
d.
Wine and Cheese Events, Coffee and Danish Events, and Ice Cream Social:  Arrange sponsorship with publishers, local institutions, others.  Coordinate with ED, Exhibits chair.
Food Carts and Other Quick Food Options
Generally, many MSS members want to be able to get breakfast and lunch on the fly.  Most hotels have been willing to set up options that facilitate eating in the hotel but some have not.  

1. Breakfast food carts:  Ask them to set up a cart with coffee, juice, muffins, bagels --- for easy purchase.  This can be near the registration area, near the meeting rooms, or in the exhibits.

2. Snacks:  We want to do everything we can to enhance the flow through the exhibits areas. The exhibits chair will work directly with the hotel to set up their promotional food events—wine and cheese, coffee and rolls. Check with the exhibits chair to confirm these arrangements. 

3. Lunch:  Ideally, the exhibit area will have a center area in which you can have the hotel set up a lot of small tables.  Ask the hotel to set up food cart a lunch with sandwiches, chips, cookies, fruit and drinks, if there is space. At some hotels our numbers are too small to warrant this.   Don't forget vegetarian or vegan options.  The MSS café is popular with all plus many students receive coupons for "free" lunch.  In 2005, the Minneapolis hotel did not want to use food carts.  A solution, for students, was to make the $10 lunch tickets good only at the hotel restaurants. In Omaha in 2006, almost all of the 300 food coupons were used, probably due to the lack of food facilities near the hotel. In Chicago in 2007, however, only 160 of the 300 $10 student vouchers were used at the lunch carts; and the hotel refused to allow others to purchase the food.  Much food was wasted; the hotel was unhappy; and participants went offsite for inexpensive food.
4. It is also suggested that a simple coffee and tea service be set up for the area right near the registration desk each morning. A free cup of coffee for registrants is a much-appreciated gesture of hospitality.
Note added, 2010:  In recent years, hotels have shied away from providing food carts, or special buffets, due to the uncertainty of numbers, and the ubiquity of Starbucks ‘grab and go’ facilities. 
HOTEL CONTACT -   EVENT MANAGER

· The amount and type of contact that you have with the hotel representatives will vary depending on the staff structure and personal working styles of personnel at your hotel.

· The most important task is to establish a good relationship with your event manager [EM].  Get acquainted early.  Generally, this is not difficult to do since the hotel will want to establish a good working relationship with MSS.  Hotel contacts change often, so be sure to keep good notes of who said what when.  If you are responsive to their calls when they do need information and make things as easy as possible for the hotel to do their business, they will be very responsive.  This can result in better service, and sometimes concessions such as free suites or other comps.

· If thorny issues arise, particularly if related to the contract, you might contact the ED to take care of the problem so that your positive relationship can be maintained.

HOTEL CONTRACT

The contract specifies all the MSS arrangements with the hotel, including how many rooms MSS is expected to fill, food and audiovisual prices, which meeting rooms are available, and so on. It is the controlling document in any request made to the hotel or in any dispute.
Information Table(S)
· One or more information tables are set up near the MSS registration area for the distribution of any material that you may not want to put in every registration packet, such as:
1. City maps and brochures about various areas people might want to visit.

2. Restaurant guides – prepared either by the Local Arrangements Committee or perhaps available from the Convention Bureau. [Or restaurant guides can be inserted in each registration packet.] In 2009 and 2010, restaurant guides were prepared by Local Arrangements committee members far enough in advance that they were uploaded to the MSS website, for advance use by meeting participants wishing to plan ahead. The advance notice was much appreciated by the members.  [Special note:  When preparing restaurant guides, be sure to include low-budget restaurants and be sure to check that restaurants will be open on the weekend!]
3. Information from various sociological organizations, such as the ASA, other regionals, honor societies.

· Refer requests for other tables to the ED.  
· Be sure that someone is assigned to ‘police’ this table at frequent intervals to keep it neat, and remove inappropriate materials.
LOCAL ARRANGEMENTS COMMITTEE

The manner in which responsibility for local arrangements is allocated will vary tremendously depending on the working style of the chair.  Major divisions of responsibility may include employment center, signs, on-site registration, information table, child care, disability accommodation, tours, restaurant guide, and registration packets. An additional task could include meeting and greeting keynote speakers or VIPs, if requested by the PC.
NAME BADGES
· The ED has purchased a DYMO LabelWriter for making name badges onsite for onsite registrants; and will bring it to the annual meeting, along with the appropriate supplies. [The LAC may be asked to provide a laptop computer for operating the label writer.]
· The LAC assembles name badges and ribbons for pre-registrants, with printed inserts, ribbons and lists sent by the ED as soon as advance registration closes – usually 2-3 weeks before the meeting. Confer with the ED to determine a means of organizing the pre-registrants’ name badges and ribbons for easy distribution.
PRE-FUNCTION MEETING

· This meeting is held at the hotel the day before the annual meeting begins.  

· Those in attendance will include key people from the hotel staff, PC, PC’s student, Treasurer, ED, LAC and Exhibits chair.  
· Those required to attend this meeting will be provided an extension of their approved entitlements if requested.

PROMOTIONAL /GIFT ITEM

· Determine, in consultation with Executive Office and PC, what type of promotional item you wish to order.  This has been the custom since 1999 and has been well received by the membership. 

· Consult with the ED to review the history of items chosen in previous years. 

· Try to select something functional with MSS logo on it. Avoid pencils and super cheap items. (plastic bags).
Registration DESK SETUP
· The ED will bring many of the supplies you will need, including pre-registration and membership records for reference, credit card supplies, seed money, and cash boxes.

· The physical set-up of the registration area will vary from hotel to hotel.  Some hotels have permanent registration areas with space for storage.  At other hotels you will need to work from tables set up in a lobby area. [If the latter, you may need to add an order for table drapery to the exhibit chair’s order.]

· Allow separate areas and signs for pre-registered and on-site registration.  
· Provide space for people to fill out forms without holding up others.

· Organize packets for pre-registered attendees in advance.  Have plenty of workers to hand things out, especially on the first full day
REGISTRATION PACKETS
· The LAC will select a “container” in which to place name badges, program, ribbons, and any other items to be handed out.  [Or program books can hold insertions.]

· These containers can be envelopes, folders, or bags. [In 2007, the TSQ publisher, Wiley-Blackwell, provided nice Blackwell bags for this purpose at no charge.]
· Final program books will be shipped direct from the printer to the hotel.  
· The LAC will collate and organize all registration materials before registration begins.

REGISTRATION PROCEDURES

· Some individuals will arrive believing that they have pre-registered when they have not.  They may have confused having paid membership with pre-registration.  
· If individuals insist that they have paid pre-registration and no record exists, ask them to pay, tell them the ED will follow up and issue a refund if there’s a mistake, and write a note on their form explaining the problem. 

· If they complain that they should not have to pay membership and registration: Explain that all meeting participants [presenters, discussants, organizers] must be members.  Membership fees cover subscriptions and other member services including administration and annual meeting expenses.

REGISTRATION and EXHIBIT WORKERS
It is critical that you line up folks to work at the registration desk! This must be arranged well in advance.
· You will need students and colleagues to help for 2-3 hour shifts (longer if they wish). 
· Students are paid state minimum wage. 
· Colleagues are volunteers!  

· Be sure to cover all registration open hours with at least one adult professional.
· You will need coverage for the entire number of registration desk hours (desk can never be un-personed).

· Two workers is the minimum. During busy times you may need 6 or more people. 
· Confer with the Exhibits chair to determine how many workers will be required in the exhibits area.

Busiest Time:  You will need the maximum number [at least six!] of people the first full day, and the second morning of registration.  At least two or three people will hand out materials to pre-registered individuals and another two-three will register on-site people.  One person must be dedicated to typing badges at all times, another to ‘running' credit cards, and it is helpful if another is available as a runner. 
Later:  Fewer people will be needed the second afternoon and the third day.

Last Morning:  One person will usually suffice the last morning to hand out materials to late arrivers and to answer questions. If that person could remain to help the ED pack up, it would be appreciated.
Where to find workers:

· The ED will help you set up registration activities and, if schedule permits, will help to train the workers.  The ED will check back at the registration desk frequently and will be available by cell phone for emergencies, but do not count on the ED for regular work at the registration desk.
· Student assistance.  Recruit graduate and undergraduate students who might be willing to assist for a few hours in return for free registration at the meetings.  Students are also paid- see below. 
· Hire students to staff the Combined Book Exhibit booth and the MSS Registration Desk.  Student workers are paid the LAC’s state’s minimum wage for all hours of work. Be sure to have students complete student employment forms before putting them to work; and be sure to collect the forms from them when they work their last shift. Turn the forms in to the ED.
RESTAURANT GUIDE

· Members really appreciate having a restaurant guide available.
· A guide provides information about the locations of restaurants closest to the hotel, with some guide to type of cuisine as well as indicators of price.  
· To minimize copying costs, try to keep the guide to a one-third or one-half sheet size.
· Adding information about special-diet availability [vegan, kosher, gluten-free] to this guide would be appreciated by some participants.

· Preparing the guide early enough to upload it to the MSS website was very much appreciated by members in 2010; it helps them plan outings and dinner meetings in advance.

· Special note:  When preparing restaurant guides, be sure to include low-budget restaurants and be sure to check that restaurants will be open on the weekend!
RibbonS
· These are a small, but important, means of recognizing the work done by committee chairs and others.

· The LAC will attach ribbons to the name badges or place the ribbons in the prepared registration packets.

· Ribbons and a ribbon list will be supplied to the LAC by the ED.

· These people receive ribbons:  presidents, president-elects, past presidents, board members, editors of TSQ and TM, committee chairs, other officers, members of the LA committee [a good way for those attending to know to whom they should direct questions!] and exhibitors.
Space Allocation

The LAC, the PC and the ED will work together to determine space allocation. The most important issue is that you must determine space needs as early as possible so that unexpected needs can be accommodated. 

This procedure is usually accomplished by the PC and the ED; it is detailed here FYI:

· Construct a list of all available rooms – with seating capacities indicated for each. [The hotel probably will have this information readily available].

· List session needs.
1. The starting and ending time for each day, thus determining how many session slots (or session times are available).

2. The number of plenary sessions, and the times that they are to be scheduled.  Part of this discussion should be whether there will be any other sessions or activities at the same time as the plenaries.

3. Committee meetings – determine how many committees must meet.  Count the number of time slots that you have between the end of the first board meeting and the business meeting.  All committees must meet between those times.  The PC will need to schedule the committees since those must be included in the effort to avoid conflicts.  However, at this early point you can determine what space should be used.   The hotel may have some smaller meeting rooms that can be set up, or might have a board room that can be used.  At times, a large ballroom [that might be too large for a regular session] has been set for two or more committees to meet at the same time.

4. Whether there will be any round table sessions [for which you might need a large room set with a number of round tables].
5. Any other specialized program space needs.

· List non-session needs.  
1. Registration & storage.  If there is another convention in the hotel, you might not have priority.
2. Exhibits.  The exhibits chair is responsible for contacting exhibitors and advertisers, arranging food events, exhibit security and decorators, and soliciting sponsorships.
3. Employment center.  In recent years this has been combined with the registration activities. Two notebooks are kept at the registration desk. There is no need for a separate room for meetings—there is not enough business. 

4. Student space.  Ideally, this is close to the registration and main activities area.  Give special thought to this, because students bringing their own food into a public area of the hotel will probably be against hotel policy.  Unless you have some special arrangement with them, they may want to clean the room out every night.  Connect with the student director.

5. MSWS Hospitality area.  Historically, MSS has provided some space for a MSWS hospitality room.  If space is limited, the MSS and MSWS occasionally will split the cost of a suite.

6. General Hospitality Space.  Set up areas where people can gather.  Ideal is to have a sitting area in the middle of the exhibits.  This pulls people in and keeps the exhibitors happy.  You often can persuade the hotel to set up a coffee cart and exhibitors will sponsor coffee and food events during the meetings.
STUDENT WORKERS 

Any and all student workers will be paid state minimum wage for the hours they work.

TOURS

· Plan two to four tours of interest to sociologists, both practicing and academic, professional and student. 

· If possible, avoid hiring buses and opt for walking and public transit tours. If your university has a bus system, you might request their assistance in providing a needed bus.
· If you order a bus, you must charge a fee, determine numbers in advance, and be sure the bus is ADA compliant. 

· Work with the ED to price the tours and finalize all details in time for inclusion in the pre-registration materials by the Dec. 15 deadline.
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