GOVERNOR’S CONFERENCE TO DO LIST

	
	TIME FRAME 
	GOVERNOR’S TASK

	
	
	

	
	January of Conference Year
	Review the hotel contract to ensure the District fulfills its obligations

	
	
	Review ZI District Manual & D11 Conference Manual re conference and Governor’s role

	
	
	Review the site, if possible

	
	
	Set up Conference Notebook with dividers to keep all information easily available

	
	
	Meet with Conference Chair/Committee (CC)to discuss theme, logo, types of events, etc.

	
	
	Make sure the CC understands its role

	
	
	

	
	February - March
	Develop short agenda for Call to Conference

	
	
	Invite speakers and scholarship winners as available with letter to each

	
	
	Use the Speaker Information Sheet to keep track of each speaker’s information and needs

	
	
	Review events planned by CC and approve

	
	
	Assign Gov’s appointees (see District Manual) and review their roles with them.

	
	
	Obtain listing of Conference Committee chairs with names and contact information

	
	
	Assist CC with information for the conference budget, such as speaker’s costs

	
	
	

	
	April - June
	Assist with Call to Conference, as needed.

	
	
	Approve conference budget

	
	
	Develop list of A/V needs (CC may do this)

	
	
	Have CC create several 1 page flyers for Webmaster to issue at least monthly

	
	
	Review Call to Conference and have it issued by email.  Optional: paper copies to some.

	
	
	Determine content of program, including detailed agenda

	
	
	Reserve hotel room for speakers and advise them their travel responsibilities

	
	
	COMMUNICATE FREQUENTLY WITH CC TO ANSWER QUESTIONS AND DETERMINE THEIR PROGRESS

	
	
	Issue Call to Conference to district and ZI Rep 

	
	
	Invite ZI Rep in odd years and reserve room for her.  See District Manual re ZI Rep.

	
	
	Establish deadlines for program materials to be submitted, final edited, printed, etc.

	
	
	BOARD ITEMS:

	
	
	Send to board the Call to Conference and indicate any entertainment costs they must pay

	
	
	Reserve rooms for board, as appropriate

	
	
	Advise board of dates, items to bring, roommates, and information (2-3 memos needed)

	
	
	Develop board agenda

	
	
	Assign board their roles in the conference

	
	
	Submit your detailed agenda, Gov’s letter, photo, and other items for program by the deadline

	
	
	Buy gifts for speakers and Conference Chair.

	
	
	

	
	July-August
	Develop luncheon/banquet program and submit for printing

	
	
	Have Protocol Chair create seating chart from detailed conference agenda & awards lunch/banquet program

	
	
	Contact speakers to make sure they have all necessary information.

	
	
	Provide AV requirements to the CC.

	
	
	Prepare Governor’s comments

	
	
	Prepare Governor’s scripts

	
	
	Send above documents to Lt. Governor in case of emergency

	
	
	Bring duplicates of above documents to conference

	
	
	Go over each part of the conference with the CC continuously to ensure all is ready.

	
	
	Make adjustments as necessary.

	
	
	

	
	During Conference
	Conduct the conference sessions and awards event

	
	
	Conduct pre and post board meetings

	
	
	Listen to a little of each breakout speaker.

	
	
	Let CC run the conference otherwise.

	
	
	Be available for the ZI Rep.

	
	
	

	
	After Conference
	Write a short thank you to each speaker

	
	
	With D11 Secretary complete the ZI Conference Report

	
	
	Communicate with CC to get the Conference checking account closed.

	
	
	

	
	
	

	
	
	

	
	
	


