Prairie Star District Conference

Position Description

(Local Arrangements)

Position / Team Title:
Registration Team

Purpose of Position:
To oversee the registration process and be a data resource for other areas of conference arrangements
Suggested Team Size:
Pre-Conference Registrars (2)  / On-Site Registrar (1)





Conference Volunteers (12)

Dates of Charge:

January 1 through the Conference
Contact Person:

Barbara Hubbard
Pre-Conference Registration Responsibilities:

1. Communicate with registrants, including confirmation by email/US mail

2. Maintain a database of registration information.

3. Coordinate home hospitality as needed.

4. Provide information for those seeking roommates. 

5. Provide lists as needed (hotel meal counts, workshop choices, etc.).

6. Print nametags.

7. Develop a system with the Treasurer for recording and depositing checks received. 

On-Site Registration

1. Oversee the preparation of the conference folders, including:

· schedule of events, bookstore, exhibit and labyrinth hours

· sheet of conference highlights with biographies of principal speakers & history of Judy lecture

· youth information (separate folder)

· business meeting announcement/agenda

· entertainment information (bio’s and concert details)

· conference evaluation form 

· map of the hotel

· other supplementary materials e.g., PSD brochures

· list of local attractions and restaurants

· hotel shuttle schedule

· 2006 Conference announcement

2. Obtain from the PSD office the notebook for registration of PSD delegates. This includes detailed instructions for how credentials should be presented and how delegates should sign in. Distribute annual reports to delegates.

3. Make poster-size copies of materials to be put on easels at the conference

4. Photocopy (in different colors) meal tickets for each meal and some form of identification for those requesting special meals. 

5. Assemble nametags with elastic strings and meal tickets included.

6. Identify those entitled to ribbons to expedite distribution at registration.

7. Oversee volunteers responsible for assisting at the conference such as greeters, registration table volunteers, collectors of meal tickets, ushers at welcoming ceremony and worship service, etc. 

8. Be prepared to accept and secure cash, checks and credit card sales from those who have not prepaid.  Have a system in place to track and report to the hotel any additional meals purchased.

9. Prepare signage for the registration booth.

10. Have Banner Parade instructions ready.
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