Prairie Star District Conference

Position Description

(Local Arrangements)

Position / Team Title:
Budget 

Purpose of Position:

To develop an accurate, balanced budget for the conference.
Suggested Team Size:
1

Dates of Charge:

June 2004 through the Conference
Contact Person:

Barbara Hubbard
Responsibilities:

1. Develop the conference budget, using the budget from the most recent conference as a guide. 

2. Since the budget needs to be completed long before the programming is determined, get as much preliminary information from the Program Planning Committee as possible.
3. Get bids from vendors for the costs of such items as nametags, printing of registration brochures, and mailing of registration brochures.
4. Have a preliminary conversation with the person responsible for booking the entertainment to ensure that the budget is sufficient.
5. Obtain from the Program Planning Council Chair best estimates of the total cost for speakers, including honoraria, actual transportation, number of nights in the hotel, number of meals and any conference registration fees. Meals and hotel nights offered to speakers should be realistic. Determine who will pay the honoraria and reimbursement directly to the speakers.
6. Determine a price list for meals only.  This is to anticipate that there are always those who have needs for options beyond full registration (e.g., families of award winners may want to attend the Saturday lunch only.) 
7. Send preliminary budget to Program Coordinator for consultation.  Revise as necessary. 

8. Submit final budget to PSD Board for approval at its November meeting.
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