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FAWCO Conference Planning Manual 

Updated January 2013 by the Sites Selection Committee sites@fawco.org 

and the FAWCO Board 

This Manual is meant to serve as a guide for planning of FAWCO Biennial and 

Interim Conferences. Certain situations/locations may require some variation from 

the guidelines set forth below. Any such variations should be discussed with and 

approved by the FAWCO President. 
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PART 1 - Biennial/Interim Conference Planning Information 

1 Overview 

FAWCO biennial/interim conferences are held annually at a place determined by 
the FAWCO President and Board of Directors upon approval of a pro forma 
budget submitted by the member club/FAUSA/conference organizer(s) bidding 
to host the conference. All arrangements for FAWCO conferences are made by 
the President in conjunction with the conference organizer(s). The date is 
announced no later than the previous conference. 

A member club or conference organizer interested in hosting a conference shall 
notify the FAWCO President president@fawco.org and Sites Selection 
Committee Chair sites@fawco.org regarding the possibility. The Sites Selection 
Committee Co-Chair will then forward this Conference Planning Manual to the 
member club/organizer. Once a member club/organizer has decided to host a 
Biennial or Interim Conference (hereinafter referred to as “conference”), a 
Preliminary Budget and venue description shall be submitted to the FAWCO 
President and the FAWCO Sites Selection Committee Chair. This must be 
accompanied, in the case of a bid from a club, by a letter of support for the bid 
from the President of the potential host club. The FAWCO Board will review and 
approve the bid based on suitable location, sufficient organization, 
transportation costs for attendees, and the economic viability of the preliminary 
budget. 

 

 

1.1 Letter of Commitment 

Once the bid is accepted by the FAWCO Board, a letter of commitment 
from the club president/organizer should be sent to the FAWCO President 
confirming the proposal, naming the potential Conference Chair, and 
agreeing to abide by the FAWCO Board’s decisions regarding the 
conference. 

1.2 The Preliminary Conference Budget shall include 

1.2.1 The registration fee (if separate from conference fee). 
The conference package fee: 
This should include coffee breaks, lunches for participants and 
guests, non-optional dinners/ receptions/cocktails, per-person cost 
of meeting rooms, printing expenses of Agenda, Directory and 



FAWCO Conference Planning Manual 

ConferencePlanningManual-Version February 2011 6 of 30 

Manual (hereafter referred to as Annual Report) and any 
additional per-person costs for the conference (i.e. 
Communications Center, speaker expenses). Transportation costs 
should be included in the conference package for scheduled/non-
optional events but not optional events. Budget must always 
include tax, gratuities and, ideally, a buffer of 10% for 
unanticipated/unforseeable expenses. 

1.2.2 Cost of accommodation: 
Hotel rooms should be available in all categories (single, double 
and suites). Inquire as to the number and category of 
“complimentary rooms” granted to the conference. Plan for a 150-
bed occupancy. The availability of less expensive offsite 
accommodations should also be investigated. 

1.2.3 The Preliminary Budget should be submitted with the conference 
proposal by July, 18 months prior to the March conference. The 
Preliminary Budget is submitted with the understanding that 
allowance shall be made for documented inflation or cost of living 
increases, and should be so stated. The Preliminary Budget must 
receive FAWCO Board approval. 

1.3 Venue Description includes 

1.3.1 Room for the General Sessions (175 people) 
1.3.2 Rooms for workshops and parallel meetings (40-75 people) 
1.3.3 Communications Center 
1.3.4 Venue/rooms for Opening Dinner, Foundation Dinner with 

sufficient space for Silent Auction tables, and Gala Dinner 
1.3.5 Approximate number of rooms available for participants at 

conference hotel site and other local host city accommodations for 
offsite lodging (A FAWCO conference requires approximately 150 
beds.) 

1.4 Financial Responsibility 

1.4.1 As stated in the FAWCO Bylaws, Articles 10 and 11, Section 1, 
"All conference arrangements are made by the FAWCO President 
in conjunction with the host club/conference organizer." It should 
be the goal of the conference organizer(s) and FAWCO to hold a 
meeting that is within the financial means of those attending 
while at the same time having no negative financial impact on 
FAWCO or the conference organizer(s). The meeting should be 
self-supportive. Any expenditure not included in the budget or 
approved in advance, in writing by the FAWCO President or TFF 
President shall be borne by the conference organizers. As outlined 
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in the FAWCO Administrative Guidelines, Section 9.7, "In the 
event of financial loss not due to the negligence of the host 
club/conference organizer, FAWCO will accept financial 
responsibility. In the event of a conference profit, FAWCO 
Headquarters and the conference organizer(s) will equally share 
the surplus." 
FAWCO assumes no financial responsibility whatsoever in the 
event that a delegate is unable to attend, regardless of the reason. 
Cancellation and refund policy will be clearly stated on the 
FAWCO web site and adhered to.  If a refund is to be given then 
policy should dictate a refund may be given only following a 
conference if funds are available. 
Organizers should consider the purchase of event insurance to 
cover the costs should the conference need to be relocated, 
rescheduled or cancelled for reasons of security or other 
unforeseen circumstances beyond the control of FAWCO. In such 
an event, the decision (to cancel, relocate or reschedule) shall be 
made by the FAWCO President, after consultation with the 
conference host and the FAWCO Sites Selection Committee and 
with the concurrence of the FAWCO Board of Directors. The cost 
of the insurance may be factored into the overall conference cost. 
If the decision is made (with the approval of the FAWCO 
President based on cost, availability or assumed low risk) not to 
purchase insurance, or if the insurance does not cover all of the 
costs incurred, FAWCO shall assume the final financial 
responsibility after the organizer, with the concurrence of the 
President, has expended all funds collected to meet the conference 
financial responsibility, and after the conference organizer has 
taken all steps to minimize financial damage. 

1.4.2 Prior to the conference the final budget will be updated and 
approved by both the Conference Committee Co-chairs and the 
FAWCO President in conjunction with the FAWCO Treasurer. 

1.4.3 Any expenditure beyond the budget approved amount must be 
authorized, in writing, on-site, by the FAWCO President. No non-
budgeted expense for TFF evening will be allowed without prior 
written approval by TFF President. TFF will be responsible for all 
approved non-budgeted expenses by the TFF President for TFF 
evening. 

 

1.5 Conference Host 
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The selected club/organizer becomes the conference host and is 
responsible for all practical and social arrangements for the conference, 
subject to approval by the FAWCO Board. 

1.6 Selection of Date 

The Biennial Conference is held in odd-numbered years, usually in 
March, and the Interim Conference is held in even-numbered years, 
usually in March. The host club/conference organizer, in agreement with 
FAWCO Board, determines the conference date. Conflict with the Easter 
holidays should be avoided. 

2 Responsibilities of the Host Club/Conference Organizer 

2.1 Initial Responsibilities 

2.1.1 Designate a Conference Planning Chair or Co-chairs who will 
form a committee and regularly inform the FAWCO President 
and Board of all progress. 

2.1.2 Find a suitable hotel and obtain a firm written offer for the 
approval of the FAWCO President.  

2.1.3 It is usually necessary to make venue reservations 18 months in 
advance. Using a sample agenda provided by the FAWCO 
President, reserve the necessary meeting rooms, including as 
many complimentary and/or reduced rate suites and meeting 
rooms as possible which will also be used for meetings (e.g., by 
the FAWCO President, Foundation President, etc.). The host 
club/conference organizer also requests that the hotel block the 
estimated number of guest rooms needed for participants. Plan 
for 150-bed occupancy, but be sure to release excess rooms in 
good time. Breakfast should be included in the room price. Be 
aware of the conference hotel’s options for internet bookings and 
possible online reservations. Discuss this with the hotel in order 
to avoid negative feelings due to different rates paid by 
conference attendees. The host club/conference organizer is not 
responsible for reserving/securing offsite accommodations, but it 
should have available a list of inexpensive alternatives if 
requested. 

2.1.4 Prepare a preliminary conference budget and have it approved by 
the FAWCO Board. 

2.1.5 Send at least one member of the Conference Planning Committee 
to the prior conference to report to the FAWCO Board on plans 
and progress and to discuss details.  
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2.2 Conference Schedule 

2.2.1 The detailed agenda is FAWCO’s responsibility. Possible 
workshop topics, presenters and/or experts may be proposed to 
the FAWCO Board.  

2.2.2 The host club/conference organizer will name a local Speaker 
Coordinator to work with the FAWCO Board on all speaker and 
special session needs (bios, AV requirements, hostesses, etc).  

2.2.3 All topics to be presented and discussed at a Conference require 
Board approval. 

2.3 Social Event Planning 

Plan social events, entertainment, cultural tours and excursions, giving 
the participants the opportunity to meet members of the host club or the 
local community and enjoy local sights. 

2.4 Practical Arrangements 

Make all practical arrangements for the Conference including: 

2.4.1 Hiring of conference rooms and arrangements for meals 
2.4.2 Advance promotion, including logo design for the FAWCO 

website and promotional material to member clubs, sponsors, 
speakers 

2.4.3 Organizing and conducting registration 
2.4.4 Public relations and contact with the media 
2.4.5 Arranging for all necessary technical equipment, including two 

standing microphones in mid-aisle where participants from the 
floor will line up to be recognized and/or runners with mobile 
microphones 

2.4.6 Printing of the Annual Report, Agenda and Directory 
2.4.7 Appointing an editor to publish a daily newsletter 
2.4.8 Operating an information desk 
2.4.9 Operating a Communications Center 
2.4.10 Supervising conference displays 
2.4.11 Providing for all decorations, name tags, voting signs, signs for 

general sessions and FAWCO Fair if held 
2.4.12 Arranging for a photographer 

2.5 Charity Designation 

Designate a charity to receive the host club/organizer’s share of The 
FAWCO Foundation fund raising at the conference. In addition, the host 
club/conference organizers may designate a charity to receive any portion 
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of its half of any conference surplus. If so, this designation should be 
communicated to the FAWCO Board.  

2.6 Post Conference Responsibilities 

No later than September 1 post-conference, transfer all financial records to 
the FAWCO Treasurer. Submit a Post-Conference Report and Statistics 
Questionnaire Answers no later than September 1 to the FAWCO 3rd VP 
Committees and the Sites Selection Committee Chair. In the case that the 
host club/conference organizers have agreed to donate any part of their 
half of any conference surplus to a charity, written confirmation that the 
monies dedicated to the designated charity have been sent should be 
included in the Post-Conference Report. This report should include all 
pertinent details regarding Conference planning and any suggestions for 
change and/or improvement in subsequent conferences. 

3 Responsibilities of the FAWCO Board 

3.1 Work with the Planning Committee 

3.1.1 On all major decisions affecting the Conference, work with the 
Planning Committee, but in the event of differences of opinion, 
the FAWCO President makes the final decision. 

3.1.2 Adhere to all deadlines that must be met by the host 
club/conference organizer. Since meeting rooms must be reserved 
at least a year in advance, the Board must inform the host 
club/conference organizer of all possible changes to the traditional 
agenda as soon as possible. 

3.2 Plan Conference Working Program 

3.2.1 Plan the working program of the Conference and select topics for 
discussion, meetings and workshops. Make the final selection of 
workshop leaders, speakers, meeting leaders and a keynote 
speaker if there is to be one, in conjunction with the host 
club/conference organizer. 

3.2.2 Provide speaker gifts, the seating order for General Sessions, and 
the post-conference evaluation form for the registration package 
and the website. 

3.3 Fund Raising 

3.3.1 Discuss and explore fundraising opportunities as needed by The 
FAWCO Foundation. 
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3.4 Discuss opportunities as needed by a charity, if any. Personal Invitations 

3.4.1 In January, The FAWCO President should contact clubs that have 
never attended a conference or those who have had irregular 
attendance to personally invite their club to the upcoming 
conference. 
 
 

     PART 2 – Conference Organizing Committee’s Checklist 

Most Conferences are organized by a small group of dedicated women. The 
number of committees and members on the Committees should fit the working 
style of the host club/conference organizer (small/large club, organizing at a 
distance, etc.). 

To help get started, a conference checklist has been developed with notes on the 
most important items gleaned from the experience of past conference chairs. 

4 Preliminary Planning Requirements 

4.1 Date 

Together with the FAWCO Board, decide on the Conference dates, 
usually in March, avoiding the Easter holidays. 

4.2 Budget 

4.2.1 Work out a tentative budget using current Hotel/Conference 
venue information, past Conference budgets and past Conference 
attendance records as a guide. 

4.2.2 Include the cost of a suite/larger room for the FAWCO president 
in the budget as a cost to be covered by the conference package if 
not complimentary from the hotel. This suite should be available 
for two full days/nights before the Conference and for a full 
day/night after the Conference. 

4.2.3 The preliminary budget and conference budget should be 
submitted in Excel format. The costs to the attendees should be 
presented in US dollars along with the local currency.  

4.2.4 All expenses for Foundation Night should be either covered by 
the Conference Fee, the participants themselves (ie. cash bar) or 
paid for by The FAWCO Foundation (this includes food, drinks, 
decorations, entertainment, and transportation if need be).   No 
extra expenses is to come from the Conference budget. 
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4.3 Venue 

4.3.1 Research various venue options, contacting your local tourism 
authority for advice. They can be very helpful in this research. 

4.3.2 Negotiate with the venue regarding prices of rooms and food. If 
possible, try to negotiate these items on a consumption basis, 
which in most cases will be the least expensive alternative. 

4.3.3 Requirements for venue meeting rooms and guest rooms for the 
delegates include: 

4.3.3.1 One large meeting room to accommodate 175 people for 
the General Sessions 
Traditionally the seating is classroom style. 

4.3.3.2 A room for the Communications Center 
It should be easily accessible and must be secure. The 
Communications Center is the hub of the Conference 
and space is of the essence. High speed internet access is 
also required.  

4.3.3.3 Four satellite rooms, to accommodate 40+ people each, to 
be used for workshops and breakout sessions 
If the possibility exists, the General Session room could 
be split into 2 to 3 rooms, which could accommodate 
smaller sessions. 

4.3.3.4 An area for the Market Place and FAWCO Fair if these 
are planned 

4.3.3.5 Two additional small meeting rooms to accommodate 7-
12 people for the FAWCO and Foundation Boards 
These rooms are needed two days before registration. It 
is possible that FAWCO board meetings can be held in 
the FAWCO President's complimentary suite. In some 
locations it might be possible to upgrade The FAWCO 
Foundation President’s room to a suite for the same 
purpose. 

4.3.3.6 One room or area for coffee breaks near the General 
Session room 

4.3.3.7 Block more bedrooms than you think your estimated 
delegates will need. Keep them as long as possible 
without being charged. Keep in mind that 
approximately 20% of the delegates will want single 
rooms. Internet reservations are now available for many 
hotels and some attendees will use this form of 
reservation. (This has caused bad feelings because of the 
difference in rates.) Keep in mind that some hotels 
charge for unused/returned rooms. 
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4.3.3.8 Any complimentary rooms/suites should be allocated 
first to the FAWCO President, followed by The FAWCO 
Foundation President. Any additional “comp” rooms 
should be discussed by the conference organizers and 
the FAWCO President. Many hotels offer free rooms for 
a certain number of booked rooms. 

4.3.3.9 When booking rooms and meals for the last conference 
day (usually Sunday) keep in mind that many delegates 
leave early in the morning or during session time, so the 
meeting room could be smaller and fewer lunches might 
be needed. 

4.3.4 Other Accommodations 

4.3.4.1 To supplement the Conference venue for more capacity 
or economy, have available upon request a list of less 
expensive hotels, self-catering, and/or local “Bed and 
Breakfast’s” (B&B’s) nearby. B&B’s are especially 
popular and allow some people to come who would not 
otherwise attend. 

4.3.4.2 The Conference budget may require maximum 
attendance in the Conference Hotel, in which case other 
recommendations should be given only upon request. 

5 Conference Coordinators and Tasks 

5.1 Conference Chair or Co-Chairs 

5.1.1 Supervise every aspect of the Conference. 
5.1.2 Keep the FAWCO Board regularly informed of progress. 
5.1.3 Report at the preceding Conference, with the intent of generating 

interest in the upcoming conference  
5.1.4 Seek sponsors. 
5.1.5 Plan the general calendar for social events. 
5.1.6 Submit a post-conference report no later than September 1 of that 

same year. 

5.2 Conference Treasurer 

5.2.1 To be appointed by the Conference Chair(s) with the appointment 
recorded in FAWCO board minutes. 

5.2.2 Opens a bank account for the Conference. 
5.2.3 Makes arrangements for delegates to pay with credit cards and 

specify the currencies. 
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5.2.4 Works with the Conference Chair on the budget. 
5.2.5 In an effort to assist the host club/conference organizers in 

covering immediate and future operating costs, the FAWCO 
Treasurer will transfer the total registration and conference fees 
for all participating board members to the conference organizers 
as soon as the online registration is operational. This amount is 
usually transferred in early October. 

5.2.6 Pays all bills in a timely manner. 
5.2.7 Submits a post-conference Financial Report no later than 

September 1 after the conference to the FAWCO President and 
FAWCO Treasurer. 

5.2.8 FAWCO’s half of any surplus should be sent to the FAWCO 
Treasurer by December 31 of the conference year. 

5.3 Conference Hotel Liaison 

5.3.1 Records AV and other presentation needs for all general sessions, 
workshops, breakout sessions, dinners, and FAWCO Fair/Market 
Place. The local Speaker Coordinator should contact all presenters 
to determine their needs. 

5.3.2 Provides seating arrangements to General Session room set-up 
teams. 

5.3.3 Makes sure that flags, club and other signs, water, glasses, pens, 
paper, etc. are available for all sessions. 

5.3.4 Gives room set-up and coffee break requirements to the hotel. 

5.4 Other Volunteers: Duties listed under Detailed Planning 

5.4.1 Registrar 

5.4.1.1 Communications Center Supervisor 
5.4.1.2 Computer Technician 
5.4.1.3 Daily Newsletter Editor 
5.4.1.4 Photographer 
5.4.1.5 Local Speaker Coordinator 
5.4.1.6 Speaker Hostesses 
5.4.1.7 Annual Report Editor 
5.4.1.8 Conference Directory Editor 
5.4.1.9 Information Desk and Registration Hostesses 
5.4.1.10 Bell Ringer to move people into sessions on time 
5.4.1.11 Microphone Runners 
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6 Detailed Planning 

6.1 Scheduling 

6.1.1 Work with the FAWCO Board scheduling the large events, 
ensuring sufficient time for changing clothes and some ‘down 
time’ for the attendees. The FAWCO President will provide a 
sample agenda as an example of scheduling at other conferences. 
The host club/conference organizer is mainly responsible for 
scheduling the social, optional and evening events while the 
FAWCO Board is responsible for scheduling and organizing 
General Sessions, workshops and other breakout sessions. The 
FAWCO President and host club/organizer should discuss and 
agree upon the extent of cooperation for workshop topics and 
Conference speakers.  

6.1.2 With the Agenda as a reference and after consulting with the 
FAWCO President on a working agenda, make preliminary 
decisions on the scheduling of registration, General Sessions, 
workshops and other breakout sessions, lunch and coffee breaks. 
The FAWCO President will be the final arbiter in the event of a 
disagreement. 

6.1.3 Draw up a staff plan outlining responsibilities including "who, 
what, where, and at what time". Draw up an AV requirements list 
for each day. Daily lists and schedules should be available in the 
Communications Center and other strategic locations as well. 

6.2 Speakers/Workshop Presenters 

6.2.1 Conference speakers are the FAWCO Board’s responsibility under 
the 1st VP. Local input is requested and the host club/organizer 
should appoint a local Speaker Coordinator to help recruit and 
secure local talent for workshops and/or other speakers for the 
Conference. The FAWCO President gives final approval of 
speakers, workshop leaders or other presenters. The host 
club/conference organizer should work with the FAWCO 
President and the FAWCO Board closely, and get approval of any 
ideas and topics. 

6.2.2 It is the local Speaker Coordinator’s responsibility to see that the 
workshop presenters and speakers have the audio-visual 
equipment that they need. A brief biography of each speaker 
should be inserted at the back of the Conference Agenda and be 
made available for publicity purposes. Send out a speaker request 
form well in advance, asking for this information. Listing the 
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speakers ahead of time on the FAWCO website and in publicity 
can be a draw for participants. 

6.2.3 Extraordinary expenses for speakers must be approved by the 
FAWCO President. Unanticipated expenses for speakers must be 
deducted from any conference proceeds before any such proceeds 
are divided between the host club and FAWCO. Only when there 
are no conference proceeds will FAWCO accept unanticipated 
speaker expenses. 

6.2.4 Special guest speakers may fit in best at lunch or dinner. 
6.2.5 Gifts for guest speakers/workshop leaders are not part of the 

conference budget. The speaker gifts are selected and financed by 
the FAWCO Board. 

6.2.6 The local Speaker Coordinator assigns a hostess to each speaker, 
excepting the keynote speaker. The hostess will meet the 
speaker/presenter at the entrance to the hotel, make sure that 
everything is there that is needed, introduce the speaker, and 
present the speaker with a gift at the end of the session. 

6.2.7 The local Speaker Coordinator should write thank you notes to 
the speakers as soon as possible after the conference. The FAWCO 
President will write to the keynote speaker; the host/organizer 
may wish to send a thank you note as well. 

6.3 Sponsorship 

6.3.1 Prepare a list of potential sponsors and obtain the necessary 
names and addresses. Keep in mind that personal contacts are the 
most productive. 

6.3.2 Take into consideration the FAWCO Advertising Rate Card list of 
benefits to Conference Sponsors when discussing what the 
sponsors will receive for their sponsorship (i.e. logo on 
publications, free tickets to Gala dinner, time to address the 
delegates at a dinner or FAWCO Fair (if planned). 

6.3.3 Draft a letter and present it to the Conference Committee for 
approval. 

6.3.4 Maintain contact with the sponsors, telling them 

6.3.4.1 Where and when to send their payment. 
6.3.4.2 When and where they can set up their displays, if any. 
6.3.4.3 Where and when to send publicity material. 

6.3.5 Send out thank you notes to all the sponsors along with 
Conference documentation as well as a final wrap-up 
report/portfolio. 

6.4 Publicity 
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6.4.1 This is a “location sensitive” issue. Since September 11, most 
conferences prefer to generate publicity post-conference. Prior to 
the conference, all logistic details are password protected on 
FAWCO website. 

6.4.2 Prepare information to be included in the preceding conference’s 
Annual Report. 

6.4.3 Post information on the FAWCO website including a brochure for 
downloading. Write PR articles for FAWCO publications such as 
Connections (Letter from Headquarters), FAWCO News in Brief 
and club 'Presidents' Coordinator' newsletters. 

6.4.4 Inquire whether the FAWCO FORUM Editor (editor@fawco.org) 
is available to produce the daily conference newsletter at the 
Conference. If not, work with the FAWCO Board to identify 
someone for that role. Have the format defined before the 
conference. 

6.4.5 Conduct a PR campaign within the host club newsletter. Local 
club members are the organizer's best advocates. 

6.5 Registration 

Decide on the type of registration you will provide: one standard or 
numerous categories (delegate, participant, guest, by event/day/weekend) 
and secure Board approval. Then prepare registration accordingly. 

6.5.1 Compile Information for On-line Registration 

6.5.1.1 Conference theme. 
6.5.1.2 Non-refundable registration fee. 
6.5.1.3 Conference package cost.  
6.5.1.4 Guest package cost and details. 
6.5.1.5 Daily Delegates (calculate charge based on extent of 

participation: coffee breaks/lunch/evening/limited 
packet of Conference materials). 

6.5.1.6 Some host clubs offer the opportunity for club members 
to attend the evening functions only and these, too, 
should be based on the actual cost breakdown 
(meal/transportation, etc). 

6.5.1.7 Pre-conference and post-conference tour options and 
costs. 

6.5.1.8 Preliminary schedule of all events. 
6.5.1.9 Hotel information and reservation deadline; room prices 

and address. A list of alternative hotels should be 
offered at a later date if requested. 

6.5.1.10 Costs of optional extras (e.g. theater tickets). Try to 
include the Opening Dinner, The FAWCO Foundation 
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Dinner and the Gala (closing dinner) in the conference 
package.  

6.5.1.11 Registration deadlines and late registration/early bird 
fees. 
6.5.1.11.1 Give yourself a reasonable late registration fee 

and try to stick to it. It may be dictated by 
your hotel room block cancellation date. 
Expect many late registrations - encourage 
early registration with an attractive early-bird 
package. 

6.5.1.11.2 Place registration information on the website, 
although a few copies may have to be mailed 
or faxed. Remember that not all countries 
have high-speed internet connections. 
Consult the FAWCO President 
(president@fawco.org) for a final ok. Work 
with the FAWCO 1st VP (vp-
communications@fawco.org) for uploading to 
the website. 

6.5.1.11.3 Registration information should also be sent 
to prospective sponsors and guest speakers. 

6.5.2 The amount to be paid by the host club president/conference 
organizer should be left to the discretion of the Conference 
Planning Team. The host club FAWCO Rep attending the 
conference is expected to pay the full conference package as she 
will attend all events and receive all conference materials. host 
club members/conference organizers who volunteer to help with 
the Conference should be offered the opportunity to attend a day 
of General Sessions and/or workshops by way of “compensation” 
for their volunteered time, space allowing. 

6.5.3 Specific information to be requested on the Conference 
Registration Form: 

6.5.3.1 Name 
6.5.3.2 Club 
6.5.3.3 Address/phone/fax/e-mail information 
6.5.3.4 Club position 
6.5.3.5 Capacity in which attending conference: 

6.5.3.5.1 FAWCO Rep 
6.5.3.5.2 Club President 
6.5.3.5.3 Official Club Delegate 
6.5.3.5.4 Participant 
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6.5.3.5.5 FAWCO Board Member 
6.5.3.5.6 FAWCO Foundation Board Member 
6.5.3.5.7 Task Force/Committee Chair or Liaison 
6.5.3.5.8 FAWCO Counselor 
6.5.3.5.9 FAUSA Board Member 
6.5.3.5.10 Guest 

6.5.3.6 Breakdown of costs: 
6.5.3.6.1 Registration fee 
6.5.3.6.2 Conference package (specify what is 

included)   
6.5.3.6.3 Guest fee (specify who is accepted as a guest, 

typically someone who is not a member of a 
FAWCO club, i.e. husband, relative, etc.) 

6.5.3.6.4 Optional events (specify these) 
6.5.3.6.5 Day participant (specify terms, weekends 

only, for example) 
6.5.3.7 Method of payment 
6.5.3.8 First time attendees are asked if they would like a 

“buddy” while those wishing to be a “buddy” are asked 
to indicate here 

6.5.3.9 U.S. voting state (& district or zip code) 

6.5.4 Registration Confirmation 

6.5.4.1 Post, fax, or e-mail an immediate response to the person 
detailing what the person has registered for and what 
the charges will be. 

6.5.4.2 Keep a record of all registration details. 
6.5.4.3 Save every registrant’s registration submission and any 

other communication, including hard copies of e-mails 
sent and received for each person. This documentation 
comes in very handy if there are questions—and there 
will be. 

6.5.5 Information Packet (should be sent out about four weeks before 
the conference) 

6.5.5.1 Decide what to send to the delegates before they arrive. 
Cultural/location-specific advice regarding: 
transportation from airports/train stations, expected 
travel time, expected taxi costs, weather, language, 
tipping information, electricity/adapter, currency and 
exchange possibilities, and a brief history of the 
city/country will be appreciated. 
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6.5.5.2 E-mail this information to online registered participants; 
mail or fax to paper registrants. 

6.5.6 Check-in and Registration at the Conference 

6.5.6.1 Line up plenty of volunteers to handle this day, because 
it can be very hectic. 

6.5.6.2 Have the conference materials and “goodie bag” 
prepared. 

6.5.6.3 Try to have enough space to accommodate a table for 
people checking in the delegates, space for conference 
materials and “goodie bags,” and someone to deal with 
unsettled money matters. Contact the FAWCO 
Counselors so one of them will be there to sell FAWCO 
pins. Confirm with The FAWCO Foundation as to their 
needs for accepting Silent Auction items brought by the 
delegates. 

6.5.6.4 It is a good idea to have extra help to fill in as needed. 
6.5.6.5 The FAWCO and Foundation Boards may need a 

separate check-in time as they will most probably be in 
meetings during normal check-in times. 

6.5.7 Information Desk 

The Information Desk with a message board should be staffed 
during the day for the entire conference at reasonable hours e.g. 8 
a.m.-6 p.m. It should provide a place for participants to get 
answers to questions of any kind. A table should be provided so 
that information may be displayed (club newsletter, local area 
maps, sponsor information, etc.). It can also handle late 
registration.  

6.5.8 Refunds and Cancellations 

All conferences have cancellation clauses that are time and venue 
sensitive; however, when a delegate must cancel for reasons 
beyond her/his control, the conference committee has the 
discretion to reimburse the delegate the Conference and/or 
Registration Fee in whole or in part. If payment has been made by 
credit card, the delegate may be able to obtain a refund from the 
credit card company (i.e. flight cancellation). 

6.6 Embassy Contact 
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6.6.1 Contact the US Ambassador’s office to see if they will attend or 
speak at the Conference. This varies from place to place. Similar 
inquiries can be made at the Mayor’s office. 

6.6.2 Keep in mind that Ambassadors have difficulty in making 
commitments long in advance. 

6.6.3 Follow through with the details of all arrangements. 
6.6.4 Work with the embassy protocol staff to arrange for receiving the 

Ambassador/Consul General, etc. 

6.7 Conference Materials 

(Please make a minimum carbon footprint a priority in all decisions.) 

6.7.1 Goodie Bags (Optional – Consideration should be given to size 
and weight of items and note that attendees are increasingly 
unhappy about wasting paper). 

6.7.1.1 Find sponsors for the bags and ask companies to pay to 
put promotional vouchers, etc. in the bags, Any freebies 
given by the hotel or restaurants should be provided to 
full-fee paying attendees first, and then to paying guests. 
Quantity allowing, the Conference Committee may 
decide the allocation of any excess. 

6.7.1.2 City map: If you are making the city map, charge a 
nominal fee for shops/businesses in locality to be 
pinpointed on the city map. 

6.7.1.3 Provide for “recycling” those items in the Goodie Bag 
that attendees do not wish to take with them. 

6.7.2 Annual Report – It is important to get someone who is familiar 
with the intricacies of FAWCO to act as editor of the Annual 
Report. The full report should be available on the website with a 
condensed version printed for the conference. All submissions are 
sent to the Annual Report editor who sends out formatting 
guidelines and deadline in November prior to the Conference. 

6.7.2.1 Table of contents: consult the FAWCO President for any 
special additions 
6.7.2.1.1 Parliamentary procedure 
6.7.2.1.2 Welcome Letter and list of Conference 

Volunteers with their responsibilities: 
submitted by the President of the host 
club/conference 

6.7.2.1.3 Letter from the U.S. First Lady (or President): 
The FAWCO Board arranges this contact. 
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6.7.2.1.4 The structure of FAWCO with the mission 
statement: The FAWCO Board submits this 
information. 

6.7.2.1.5 Officers’ & Liaisons’ Reports: Coordinated by 
the FAWCO President. 

6.7.2.1.6 Task Force/Committee Chair Reports: 
Submitted by the 3rd VP. 

6.7.2.1.7 FAWCO Foundation Report: Coordinated by 
FAWCO Foundation President. 

6.7.2.1.8 FAUSA Report: Submitted by the FAUSA 
President. 

6.7.2.1.9 Presidents’ Coordinator Report 
6.7.2.1.10 Regional Reports: Submitted by the 2nd VP. 
6.7.2.1.11 Club Profiles: Submitted by the 2nd VP 

6.7.3 Conference Directory 

As with the Annual Report, it is important to get someone who is 
familiar with the intricacies of FAWCO to act as editor of the 
Conference Directory. The Conference Directory Editor will be 
responsible for compiling and assembling the work of the various 
contributors into a final presentation with appropriate attention to 
formatting and spelling. The Directory should be printed as a 
half-letter size (A5) brochure. The Conference Directory is 
arranged alphabetically by country, the clubs within each country 
follow alphabetically.   

6.7.3.1 Delegate and Full Participant Section: 
6.7.3.1.1 Country 
6.7.3.1.2 Club name 
6.7.3.1.3 Delegate name, FAWCO, FAWCO 

Foundation or FAUSA position, address, 
phone number, email 

6.7.3.1.4 Photograph 
6.7.3.2 Conference Speaker/Workshop Presenter/Sponsor 

Section (to be submitted by local Speaker Coordinator) 
6.7.3.2.1 Name 
6.7.3.2.2 Title, company/organization, address, email 
6.7.3.2.3 Photograph 

6.7.3.3 Guests Section: 
6.7.3.3.1 Guest name, address, phone, email 
6.7.3.3.2 Photograph 
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6.7.4 Conference Agenda (can be included in the Directory to save 
paper) 

The FAWCO President, in consultation with the Board and the 
Conference organizers, shall arrange the agenda for each Biennial 
and Interim Conference. A preliminary agenda is sent out three 
months prior to the Conference. The final agenda is given to each 
delegate on the first day of the Conference. 

6.7.4.1 Daily Agenda to include: General Session (FAWCO 
Annual General Meeting) details, Workshop titles, 
names of speakers and other breakout session speaker 
details. 

6.7.4.2 The Conference Agenda document should include 
Speaker profiles in the back. This information is 
submitted by local Speaker Coordinator. 

6.7.4.3 The Conference Agenda document should also include a 
floor plan of the Conference venue. 

6.7.5 Dissemination of Conference Information 

In the interest of zero-waste conferences, mass distribution of 
materials is discouraged. The FAWCO 1st Vice President is 
responsible for uploading conference presentations onto the 
website for reference during or after the conference. Some 
material must be distributed (Daily Newsletter, Minutes, etc) and 
the organizers should find the best solution for this distribution. 
Workshop speakers are asked to provide an electronic copy of 
their presentation to vp-communications@fawco.org to be 
uploaded onto the website. Speakers are entitled to a one-sheet 
handout for their conference sessions and are asked to forward 
this to the local Speaker Coordinator for printing in advance. 

6.7.6 The FAWCO Website should include a downloadable recording 
of the Conference highlights. All presentations and conference 
material should be sent to vp-communications@fawco.org for the 
website prior to the conference by at least a week. All reports will 
be uploaded to the FAWCO website during or after the 
conference. 

6.7.7 All presentations for general sessions should be handed into the 
Communications Center technical team as soon as presenters 
arrive at the conference, and preferably no later than the evening 
before the start of the conference if presenting on day one. 
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6.8 Communications Center 

This must be manned at all times, and the minimum area desired is 38 
square meters. 

6.8.1 Equipment 

6.8.1.1 Photocopier (1)  

Check with the venue business center for back-up. 
Check the last conference reports for an estimate of the 
number of photocopies. In the past, the copiers have 
been used excessively. The Conference Agenda, 
Directory and Annual Report need to be printed (usually 
out-of-house) before the conference. The General Session 
Minutes, the daily newsletter and other material for 
immediate use must be printed and copied daily. Make a 
note of paper count at the beginning and at the end of 
the conference. If renting, keep the company’s telephone 
number handy. 

6.8.1.2 Computers (5) 

At least one computer should have internet access; 2 or 3 
should have printer access; one computer should have 
PowerPoint software and be dedicated to presentations 
in the General Sessions; and, one could be dedicated to 
the daily newsletter unless the editor brings her own 
personal computer with her own software, in which case 
it can serve for general use. 

6.8.1.3 Printers (2) 

6.8.2 Supplies 

6.8.2.1 Check the last conference reports for an estimate of the 
number of reams of paper. If you are printing the 
Annual Report, Conference Agenda and Directory in-
house, you will need more paper before the conference. 

6.8.2.2 Office supplies including pens, pencils, paper clips, etc. 
6.8.2.3 Name tags: Always indicate participants’ FAWCO, 

FAWCO Foundation or FAUSA position as necessary. 
Always use “Participant” for fully-paid participants who 
are not FAWCO, FAWCO Foundation or FAUSA 
officers, club presidents or club reps. Do not list member 
club function on name tag. Include city on guests’ name 
tags. 
Be prepared on registration day to make new name tags 
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for people you might have missed or whose name is 
misspelled, etc. 

6.8.2.4 Club voting signs in general session room: Be prepared 
to make additional club signs as clubs may register late.  

6.8.2.5 Name signs should be made for the FAWCO Board 
officers in the General Session room, as well as a sign 
saying Task Forces/Committees/Liaisons, FAWCO 
Foundation, FAUSA, Counselors, (refer to page 2 of 
FAWCO Directory). Signs for FAWCO Fair tables will 
also be needed. Be prepared to make additional signs for 
use during the Conference. 

6.8.3 Mailboxes are not needed, but there should be a message board 
(white board and markers) prominently displayed. 

6.8.4 Staff 

6.8.4.1 Supervisor 

It is crucial to have volunteers to supervise the 
Communications Center throughout the conference. This 
is a huge commitment on their part, and invaluable in 
keeping things running calmly and smoothly. 

6.8.4.2 Technicians 
6.8.4.2.1 A technical volunteer(s) is needed to set up 

the audio-visual equipment and maintain this 
equipment (e.g. light bulb replacement) and 
prepare incoming presentations for use 
during the sessions. 

6.8.4.2.2 An IT volunteer(s) is needed to set up 
computer equipment and help with the 
preparation of PowerPoint presentations This 
person needs to be well-versed in the 
technical aspects of computers and 
PowerPoint and is responsible for setting up 
the various presentations on each day and for 
uploading to the website if possible. 

6.8.4.3 A newsletter editor and proofreaders are needed. She 
needs to have editing and desktop publishing skills. The 
newsletter should include an abbreviated version of the 
daily agenda. The number of newsletters will depend on 
attendance (an initial print run to cover 50% of 
attendees, additional as needed). 

6.8.4.4 A conference photographer(s) is needed to take digital 
pictures for the daily newsletter in collaboration with the 
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editor, who will need them in a timely fashion. 
Photographs should also be given to the IT team for 
uploading to the website. 

6.8.4.5 Communications Center volunteers (1 or 2 per day) 

These people help out by photocopying, typing, running 
errands, answering questions and collecting all sorts of 
conference materials and distributing copies of 
important materials to delegates.  

6.8.5 Catering for the Communications Center Staff 

Plan for coffee/tea/water/cookies/crackers for volunteers. If these 
are not donated or sponsored, then budget for refreshments. 
Make sure staff takes turns at attending meals. 

6.9 Market Place and FAWCO Fair 

The host club/organizer is responsible for recruiting local vendors for this 
optional activity. Outside vendors who sell at FAWCO conferences 
should pay a stipulated commission (to be determined jointly by the 
Conference Committee and the FAWCO Board) to FAWCO. The FAWCO 
3rd VP is responsible for designating the number, users and final 
organization of the tables at these events, including FAWCO sponsors. 
Mixing the order of vendors and FAWCO tables has proved successful. 
Inform the delegates which method(s) of payment the vendors accept 
(credit cards, only local currency). 

6.10 Evening Events 

6.10.1 The ‘Guest Package’ should cover all of the individual’s costs, 
including their part of the room hire charge and transportation. 
Budget wisely as it is easy to underestimate these expenses. 

6.10.2 Welcome Reception 

6.10.2.1 Along with the Opening Dinner, this has often been 
hosted and paid for by the host club/conference 
organizer. Not all Hosts can afford this cost so this event 
could be sponsored or included in the Conference 
Budget.  

6.10.2.2 The FAWCO Board may form a reception line at the 
beginning of the evening or opt to circulate during the 
evening. Remind the Conference Chair of this in 
advance. 

6.10.3 Opening Dinner 
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In conjunction with the Welcome Reception, this dinner is 
organized by the host committee, however the FAWCO President 
may offer suggestions including about whom, if anyone, is to 
speak. It is not a gala affair. 

6.10.4 In-Home Dinners or Optional Free Evening 

In-home dinners have long been a highlight of FAWCO 
Conferences but the feasibility of having them depends on the 
size of the club/organization and location of the conference. At 
some conferences, participants are given the option of a free 
evening in the city.  

6.10.4.1 The club members hosting an in-home dinner provide 
and prepare the food for the guests at their own or the 
club's expense. The guests provide their own 
transportation. 

6.10.4.2 Mix delegates from different clubs at each in-home 
dinner. 

6.10.4.3 The Coordinator of in-home dinners should confirm all 
arrangements 24 hours prior to the event. 
6.10.4.3.1 Cross-check that the guests expected at each 

dinner have indeed come to the conference. 
6.10.4.3.2 Confirm arrangements and addresses with 

the hosts/hostesses. 
6.10.4.3.3 Keep track of your guests and don’t leave 

them stranded between locations. 
6.10.4.4 If offering an optional free evening, provide attendees 

with information about local restaurants, entertainment 
such as concerts and shows, etc. It might be advisable to 
reserve opera/show tickets well in advance and offer 
them on the Registration form. 

6.10.5 FAWCO Foundation Dinner 

6.10.5.1 This event is a fundraiser organized by The FAWCO 
Foundation and traditionally starts with a Silent Auction 
followed by a Live Auction later in the evening. 

6.10.5.2 This event may be included in the conference package. 

6.10.6 Gala (Closing Dinner) 

6.10.6.1 This event may be included in the conference package. If 
optional, it should pay for itself but not be designed to 
generate a profit. 
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6.10.6.2 The draw for The FAWCO Foundation Friendship Quilt 
is traditionally held at this event. 

6.10.6.3 If the venue is not the conference hotel make 
transportation costs part of the budget. 

6.10.6.4 In recent years, sign-up sheets for seating/tables have 
been at the Information Desk two days before the event. 

6.10.6.5 Table decorations/centerpieces are included in the 
evening’s budget or donated. 

6.10.6.6 Be prepared for any gifts that might be needed at the 
Gala for speakers or entertainers. The cost should be 
included in the conference Budget or donated. 

7 Post-conference Duties 

The host club/organizer is to prepare a Post-Conference Report 

7.1 Due by September 1 to the FAWCO President, FAWCO 3rd VP for 
Committees, Sites Selection Committee Chair and FAWCO Treasurer. 

7.2 It should include: 

7.2.1 An evaluation of the conference procedures and suggestions for 
the future 

7.2.2 Full financial details 
7.2.3 Registration statistics 
7.2.4 A record of all Conference fees charged and hotel fees 
7.2.5 Complete Statistical Questionnaire 

7.3 In addition, the host club/organizer is to complete the Sites Selection 
Committee Statistical Survey (available on the Sites Selection Committee 
web page at www.fawco.org).  
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FAWCO Post Conference Statistics Questionnaire 

Please complete the following questions with short answers, trying to be as specific as 
possible. This information will be used for the FAWCO Conference Statistical, a 
reference chart for future conference organizers. 

 

REGISTRATION &PACKAGE 
1. Conference fee + registration details 
2. Early Bird registration - when? How much? 
3. Monies donated by FAWCO to bring down delegate expenses? 
4. Late registration-details 
5. Day participant registration-details 
6. Special registration cases- How did you meet their need? 
7. Subsidized? How much? Special concessions? 
8. Delegate conference package - What did it include? 
9. Day participants package- What did it include? 
10. Guests conference package-What did it include? 
11. Optional extras- What and how much? 
12. Guests tours during conference- What and how much? 
13. In home dinner? 
14. Sponsored tours-What and how much? 
15. Pre-conference tour-What and how much? 
16. Post- conference tour-What and how much? 

ATTENDENCE 
1. Total number attended 
2. Total number of clubs represented 
3. Total number of full delegates attended 
4. Total number of day participants + when? 
5. Total number of guests 
6. Conference  lunch event guest only 
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7. Other statistics not already mentioned 

HOW IT WORKED! 
1. Conference venue requirements - Please be specific. 
2. Bedrooms & rates tentatively reserved + hotel confirmation deadline 
3. Bedrooms & rates actually secured 
4. Numbers in alternative accommodation-please provide room rates 
5. Conference volunteer staff – How many? 
6. Cancellation policy 
7. General session room + board layout (Theatre style, classroom, etc.) 
8. Communication CTR requirements-provide attachment 
9. Conference daily newsletters 

FINANCES 
1. Financial sponsors- How many? How much? 
2. In kind sponsors-How many? How much? 
3. Conference fair+ number of vendors 
4. Financial report available -provide attachment 
5. Registration methods-Online? FAX? Post? 
6. Payment methods-bank transfer? Credit card? Checks? 
7. Additional expenses not including sponsored printing & supplies, etc. 
8. Total profit shared 50/50 with FAWCO 

RECOMMENDATION& ATTACHMENTS 
1. Time line report available 
2. Insurance liability? 
3. Pearls of wisdom 
4. FAWCO treasurer’s financial report guideline 
5. Guest form guideline 
6. Venue floor plan 
7. City reference map 
8. Demographics? 
9. Conference wrap-up template 
10. Attachments included in wrap-up report 
11. Helpful documents available 

 


