Prairie Star District Conference

Position Description

(Local Arrangements)

Position / Team Title:
Hotel

Purpose of Position:
The hotel team will select the hotel site, negotiate the contract, select menu choices, and oversee all hotel logistics before and during the conference.

Suggested Team Size:
3: (1) leader, (1) meals, (1) space and equipment

Dates of Charge:

June 1, 2003
to
May 30, 2005

Contact Person:

Julie Handberg

Responsibilities:

1. Determine space requirements based on prior years’ records, detail on the Hotel Deadlines Schedule (to be prepared by Hotel Team coordinator), instructions from Conference Program Committee, and input from the PSD Conference Site Selection Committee.  
2. Research hotel sites, select a site based on suitability and cost, recommend the site to the Hotel Team, negotiate the contract with the hotel.
3. Have Director of Administration sign the contract.  Submit it to the hotel.
4. As conference requirements change, make those adjustments in writing with the hotel.
5. Obtain hotel menu selections.  Make decisions about menu choices, including vegetarian options for each meal.  Negotiate with hotel to change menus to fit conference budget.
6. Follow the Hotel Deadline Schedule (to be prepared by team leader).  NOTE: The hotel will need to know the number of people expected at each meal (vegetarian and non-) by a specific date, typically 72 hours before conference starts.  
7. Hotel map to Publicity Team for conference packets.  Hotel map to Exhibits Team for their use in assigning a specific table location to each exhibitor.

8.
Poster-size hotel maps to Registration Team.  [Good idea but did not get done.]

9.
After conference, review hotel bill prior to payment.
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