Section  II.  SUGGESTED HOST CLUB TIMELINE
FOR

ORGANIZING DISTRICT CONFERENCES

18 Month Suggested Timeline 
Note:  This timeline may change according to circumstances and directions given by the Governor.  Each conference will be somewhat different, but getting the conference organized by this timeline will ensure a successful conference.
A.Year Prior to Conference
July or August  of the Year Prior to Conference:

*Local Zonta Club:   a Steering Committee chooses a Chairman or Co-Chairmen and a 
  Treasurer for the Conference.

*Chair/Co-Chairs:  choose their committee chairmen (refer to the Zonta District 11 Manual,

  Section 4, Conference, for committees).    
  Note: Suggest NOT having co-chairmen of the various committees because it becomes more 
 difficult for the Conference Chairman or Co-Chairmen to monitor who is responsible within 
 each committee.

*The Hotel Coordinator:   -submits “Requests for Proposal” to 2 to 4 hotels.  Refer to Sample

 “Request for Proposal” in Section I of this manual.    Note:  This may not be needed if the hotel contract has already been signed by the Governor.
 July or August Prior:

*Co-Chairs:  develop an 18 month TIMELINE for Events and Decisions.

*Co-Chairs:  determine who will assume overall responsibility for each of the committee chairs.

*Co-Chairs:  determine how verbal and written communications will be handled. 

*Co-Chairs:  meet with Club President to request 5-10 minutes at each general meeting to 
  discuss the Conference.

On-going for Co-Chairmen
Club President

*Communicate with Club President as necessary to keep her apprised of chairs’ progress.

District Governor

*Keep the District Governor apprised of the various areas of responsibility.

*Know what the District Governor and Conference Secretary need from chair/co-chairs .

Committee Chairmen

*Meet with committee chairmen (together or separately as needed) throughout the 12 months.

  Suggest a meeting of all Committee Chairs each month so each Chair knows what is

  happening in all areas, and all the committee chairmen can provide input on important issues
  and decisions.

Conference Treasurer

*Meet with Conference Treasurer as often as necessary to be aware of any budgetary/other

  problems.

AUGUST
*Co-chairs:  meet to establish job descriptions for committee chairmen (Refer to Zonta 

  District 11 Manual, Section 4. District Conference).  Also establish a timeline for the next 6 

  months.  Develop a budgetary timeline with Conference Treasurer.

*Co-Chairs:  plan to discuss information about the District itself at the September

  General Meeting (district officers and committees, #of states, # of clubs, how a club becomes

  a host club for a Conference etc.).

SEPTEMBER

Co-Chairs:

*Meet with committee chairs to discuss their responsibilities (Refer to Committees in District

  Manual, Section 4 District Conference)

*Meet with committee chairs to discuss the Co-Chair Expectations of Committee Chairs (Refer 
   to Section V “Forms” in this manual).

*Select 2-3 hotel venues from the returned “Requests for Proposal” and submit these choices to 

  the District Governor, if needed.
*Plan what will be discussed at the October general meeting (committee chairmen; announce 

  that members should begin thinking which committee(s) they would like to be on etc.).  
OCTOBER

*Co-Chairs:  contact local Zonta Clubs in the area to request their assistance with the District 

  Conference.  If they will help, discuss this with the Committee Chairs at the November 

  meeting to determine which areas of responsibility would be best to assign to the club(s)---a 

  luncheon, a tour on the day before the Conference, a Thursday evening event prior to the 

  Conference, the Memorial Service etc. 

*Co-Chairs:  begin discussions with the full committee about a theme for the Conference

*Treasurer:   opens a Conference Bank Account.





*Co-Chairs:  plan what will be discussed at the November general meeting (have all club 
  members begin requesting the committee(s) of their choice).

NOVEMBER
*Co-Chairs and Treasurer:   begin establishing the conference budget.  Refer to information 

  under Section III ---Budgeting Information in this manual, and also in Section 4 of the District 

 Conference Manual.
*Co-Chairs:  plan what will be discussed at the December general meeting. 

. 

DECEMBER

*Co-chairs and Committee Chairs:  begin planning for a Keynote Speaker with the Governor
*Co-chairs:  plan what will be discussed at the January general meeting.

B.  YEAR of the CONFERENCE
JANUARY

*Co-Chairs and Treasurer:  finish the Initial Conference Budget and submit to the Club

  Board, if required,  and to the District Governor.  Request seed money from District as needed    (generally $3,000).  
*Treasurer:  Establishes a local bank account for the conference and a billing address for the

   hotel and others who will submit invoices to the conference.
*Co-Chairs: make a list of special guests to invite to the conference, and send to Governor for 
  final approval. 

*Co-Chair  1 (depending how the co-chairs have divided their main responsibilities) 

  Meets with Banquet/Decorations, Entertainment, Hotel Coordinator and Hospitality Chairmen

  to discuss the various decisions that must be made:   favors, menus, centerpieces, flowers; 

  seating arrangements for VIPs, physical arrangements of room; entertainment, escort service

  functions including the International Representative, education of the escorts;  the invocation; 

  hospitality suite and staffing of the suite, flowers/fruit baskets for the Governor and the I.R; 

  local information to be provided, lost and found services, completion of evaluation forms, etc. 

  Note: A complete list of these functions is located in Zonta District Manual, in Section 4, 

  District Conference on pages 51- 56 which lists “Committee Responsibilities”. 

*Co-Chair  2  

  Meets with Registration, Credentials, Memorial Service, Pages, Protocol, Public Relations, 

  Printing, Tellers, Timekeepers, and the Zonta Store Chairmen to discuss:  issues relating to

  credentials and voting and the Attendance Report;   to organize: the registration process and 

  the subsequent registration of all participants;  the Memorial Service; the printing of the Call to

  Conference, the Conference Program, the registration forms, tickets, signs, tent cards and 

  badges;  to arrange for: PR and a liaison to the District Protocol person;  for timekeepers; 

  tellers, and for staffing and managing the Zonta Store and the Zonta Raffle etc.  

 Note: A complete list of these functions is located in Zonta District Manual, in Section 4, 
 District Conference on pages 51- 56 which lists “Committee Responsibilities”. 

Co-Chairs:  Make final decisions with Committee Chairmen about the theme for the conference and submit to the Governor for approval.  When approved, request the Printing Chairman to develop a logo for presentation at the February General Meeting.

Co-Chairs:  plan what will be discussed at the February general meeting. 

FEBRUARY

*Co-Chairs and Committee Chairs:  decide on a Logo and a Keynote Speaker.  Get approval

  for both from the District Governor and then either the Governor or the Chairs will make arrangements for the speaker to attend the  Conference.  Determine the budget for the speaker and include this information in the

 “Conference Budget”.  Include information from the Governor regarding costs of presenters and gifts.
*Co-Chair(s):  work with the Printing Chair on the Save the Date (1 page), which is the first announcement for the conference.  It includes the dates and hotel information so hotel and airline reservations may be made. This should go out 6 months prior to the conference by email. Ccoordinating with the Governor and committee members, start work on the Call to Conference, which includes: 
· conference registration information, 
· transportation information, 
· map of area, 
· optional events, 
· excursion information, 
· pre and post tour contacts, 
· tentative schedule, (provided by the Governor)
· district resolutions (if any), and 
· appropriate dress indicated for all events.  
· In election years, candidate information will be included as well. 
·  Forms will include:

·  registration form, 
· credentials forms, 
· ZIF goal sheet, 
· Zonta Store information, 
· Raffle information, 
· Memorial Service sheet, and a 
· document checklist. 
*Co-Chairs:  plan what will be discussed at the March general meeting.

MARCH
*Co-chairs:  Send out the Save the Date for a September conference, or wait until April for an October conference.
*Appropriate Committee Chairmen and Co-Chairs:
  Work together as necessary to plan the physical arrangements of various rooms: head table, 

  lights, podium, microphone(s), flags, piano, etc. Arrange for a hospitality suite (if necessary),

  arrange for the invocation, determine several possible banquet favors (if not done earlier), 

  determine menus and flowers etc if not done earlier.  

  Note:  flowers are not used on the dais because it obstructs the view. 





*International Representative Escort Chairman (in the odd years): - Advises the International 

  Representative (in advance of the conference) of the following:  the specific conference dates 

  and locations; the Conference Agenda; the type of dress most suitable for various conference

  functions and the local climate; any scheduled press conferences (keep in mind that for 

  language reasons, the International Representative may prefer not to be interviewed by the 

  media); and of the District Board meetings before and after the conference.  

  Note: A complete list of these functions is located in Zonta District Manual, in Section 4, 

  District Conference on pages 51- 56 which lists “Committee Responsibilities”. 

*Co-Chairs:  plan what will be discussed at the April general meeting.

APRIL

*Co-chairs:  Send out the Save the Date no later than this month for an October conference.

  Note:  the District Webmaster will assist with this and other conference PR.

*Banquet Committee Chair:  presents the results of her January, February and March committee

  discussions and decisions at the April General Committee Meeting for approval by the group.

*Protocol Chair:  determines with her committee, various options for the Color Guard and for 

  the singing of the National Anthem.   Discusses these options at the April General Meeting and

  obtains approval from that committee.  Following approval, she contacts those groups to get

  them committed for the Conference and submits a proposed budget to the Co-Chairs. 

*Co-Chairs:   discuss the proposed banquet favors and select the favor that will be presented to 

  the District Governor for final approval, and, once approved, add the budgeted amount to the

  Conference budget. 

*Co-Chairs and Treasurer:  finalize the budget and send to Governor for approval 

*Co-Chairs:  Submit a draft of the Call to Conference to the Governor for approval.  

Plan what will be discussed at the May general meeting.

MAY
*Co-Chairs:  begin working with the Governor on the “Conference Program”.  When 

  completed, the Printing Chairman assumes responsibility for printing the Program. 

  Inquire from the Governor, what size she wants the Program, prior to any printing. 

*Zonta Store Chair:  receives information from Clubs regarding their needs for space.

  Note:  Items from Zonta International are no longer purchased for the Zonta Store.

  Note: in Section I of this manual (Contract Information) the information about the importance 

  of the location of the Zonta Store 

*Co-Chairs:  plan what will be discussed at the June general meeting (make club members

  aware in advance that this is an opportunity for a fundraiser for their own club).  

 Finalize and issue the Call to Conference by email to all District 11 Zontians and ZI Representative.

JUNE
*Credentials and Hotel Coordinator:   determine the location of the credentials desk and also

  the area (in the main meeting room) where delegates will be seated.  Present these 

  suggestions at the June committee meeting. 

*Credentials Chair:  makes red and green voting cards and also signs for the Timekeepers 
   indicating 5”, 3”, 1”, “30 seconds” and “Stop”.  

*Memorial Service and Hotel Coordinator:  discuss the plans for the Memorial Service at the

  June committee meeting.

*Hotel Coordinator:  obtains hotel registration cards to be mailed with registration materials (if 

  requested) and provides these cards to Registration Chairman if requested.

*Protocol Chair:  arranges for the presentation of flags at the first business meeting. The 

  presentation may include national, state/provincial, and Zonta flags.  Refer to the Protocol 

  Section in this manual.  She also asks the Governor for the allotted times for each of the

  speakers. The Chairman will need become familiar with the Zonta International

  Protocol Manual.   (1996).

*Timekeepers:  become familiar with the Rules of Debate according to the parliamentary 

  authority of the District and the Standing Rules for the Conference as adopted by voting 

  members of the Conference. Two Timekeepers need to be present at all general business

  sessions and 1 Timekeeper needs to be at each breakout session.  The Timekeepers

  should be oriented by the District Protocol person or by the Governor prior to the first business 

  session.

*Tellers Committee Chairman (if an election is held at Conference):  obtains the official list of 

  nominees for district office, obtains a ballot box for voting, prepares ballots, arranges (with

  Hotel Coordinator) for a separate voting room, conducts voting in cooperation with the

  Credentials Chair, counts the votes and records them on a separate tally sheet (refer to District 

  Manual, Section 4, District Conference; and to Section V “Forms” in this manual).

*Co-Chairs plan what will be discussed at the July general meeting. 

JULY
*Treasurer:  Checks with District Treasurer to ensure that the clubs of the various delegates do 

  not have any outstanding debts with ZI or the District.





*Hospitality Chair:  assigns escorts to:  the registration area to assist conference participants as 

  they register;  Zontians from other Districts,  government officials, and guest speakers.  Assigns

  staff for the Hospitality Suite (if there will be one).
*Registration Chair:  prepares the District Conference Registration Information for all Zontians

  in the District, for the District Board, the District Committee Chairmen, the International Board 

  Liaison, and the International Headquarters.  Have above ready for mailing by mid-July.

  The information should include:  the Call to Conference, a summary of the Conference Agenda, 

  hotel registration information and conference registration information. 

*Printing Chair:  arranges for printing the conference program. The responsible Co-Chairman
  obtains the Governor’s approval of the Program prior to the final printing.  Prints the tickets for 
  each conference function.

*Co-chairmen:   plan what will be discussed at the August general meeting (information to

  keep club members informed, interested and enthusiastic about attending their Conference).

*Hotel Coordinator:   makes room or suite reservations as required for the Governor and other

  District Board members and special guests (including non-Zontian speakers).

AUGUST

*Co-Chairs:  remind all committee chairmen to re-check the lists of their committee functions

  and responsibilities located in Zonta District Manual, Section 4, District Conference, 
which lists “Committee Responsibilities”. 

*Co-Chairs:  send reminders to local representatives who are attending the opening session.
*Co-Chairs:  obtain the name of the District Protocol Chairman from the Governor and

  determine whether the Governor or the Co-Chairmen will contact this person for the necessary 

  information about seating arrangements.  Obtain from the District Protocol person, the head 

  table lists for each conference function and give to the Committee  Protocol Chairman.

*Banquet Chair:   determines final physical arrangement of rooms and draws a map of each 

  room.  Checks again with Co-Chair(s) for final seating arrangements.  Checks with entertainers 

  and Invocation Person to make sure there are no problems. 
 

*Hospitality Chair:  ensures that all escorts and host club members are knowledgeable about the

  hotel, the conference facilities and local attractions;  obtains printed information about local 

  area and gives this to the Registration Chairman for inclusion in Registration Packets.

*Memorial Service Chair:  obtains from club presidents the names of Zontians who have died

  since the previous conference; prepares a program (usually including the names of those to be

  remembered) to give to the Printing Committee.

*Protocol Chair:  the District Protocol Chairman specifies the seating arrangements for past and 

  present International and District Officers, District Directors, District Committee Chairman 

  and other VIPs; the local protocol chairman will then coordinate these seating arrangements

  with the Hotel Coordinator and Banquet Committee Chairman.  Arranges (with the Printing 
  Committee Chair) for tent cards for the head table for each Conference function and sees that

  cards are placed on the head table before each function (tent cards should have the person’s

  name printed on each side). 

*Printing Chair:   arranges for printing the official Conference Program and Registration Forms 

  following instructions from the Co-Chairs and Governor.  Delivers the printed registration 
  forms, the printed Program and the tickets to the Registration Committee for distribution; 
  provides signs, posters, banners, tent cards and badges as required by other committees.   

  Ascertains whether printed menus will be used for the banquet and for hotel lunches etc.

*Public Relations Chair:  arranges for a photographer (this may be Zonta club members who are

  assigned to specific conference sessions and functions).  If photos are to be sold, she arranges 
  for an area to display them at the Conference or on-line;  obtains photos of the Governor, the 
  District Board and guest speakers for PR use and obtains biographical information about the
  other speakers.

*Registration Chair::  keeps conference committee chairmen advised as to the number of 

  attendees registered (this may need to be on a daily basis the week of the Conference).

*Co-chairmen:  check with the PR Chair to ascertain that specific club members have been 

  assigned responsibility for taking photographs during the Conference.  

*Co-chairmen:  plan what will be discussed at the September general meeting to keep club

   members interested and stimulated about the Conference. 

SEPTEMBER

*Hotel Coordinator and Banquet Chair:  work together to check each room or area arrangement
  for the placement of chairs, head table, podium, signs, lighting and equipment. Ascertain that
  there is an accurate list of all AV equipment needs and easels @ least 3 weeks prior to
  Conference. Because requesting AV needs from the hotel is very expensive, ascertain that each
  request from a speaker is absolutely necessary.  When possible, use laptops and projectors that 
  Zontians own (after checking with the hotel to determine what they will allow).

*Banquet Chair:  checks again with the Co-Chairs for any last minute seating arrangements. 

*Credentials Chair:  obtains an official list of voting district officers, delegates and alternates 

  from the Governor and prepares materials to register the voting delegates and district officers.

*Registration Chair:   receives registration forms and records all registrants, the functions they 

  are to attend, and the amount of money they submit;  keeps the Co-Chairman and appropriate

  committee chairmen advised about the number of attendees registered.  Assembles Registration 

  Packets which should include: program books, tickets for conference events (if tickets are

  used), identification ribbons (Delegate, Governor, District Board, IR, past International 

  President, Host Club, First Timer, Conference Co-Chair(s), Speaker etc. 

  Note: since ZI is no longer supplying ribbons, the local clubs needs to determine how to obtain

  them.  Ask District if they have any ideas.  The Registration Packets should also include any 

  information supplied by the Governor or by other committees, additional handouts, local 

  information, including shopping areas, restaurants, places of worship, local attractions and 

  finally conference evaluation forms.

*Public Relations Chair:  arranges for news releases about the conference in local media; for a

  news conference with the Governor if she so desires; and for television and radio coverage if

  possible and if the Governor agrees.

*Timekeepers:   obtain stopwatches for use during business meetings (the District Secretary

  keeps these and will bring them to Conference— you may need to remind her); coordinates, 
  with the Governor and Parliamentarian, as to how to notify speakers that their time has expired
  and also how to notify the assembly that the allotted time on a subject has expired. Reviews 
  timing procedures with the parliamentarian.

DAY  BEFORE CONFERENCE
*Banquet Chair:   coordinates, with Hotel Coordinator, the physical arrangement of each room;

  checks decorations and flowers for all rooms and arranges for flowers or a fruit basket to be

  delivered to the rooms assigned to the International Representative, the Keynote Speaker and 
  the Governor.

*Registration Chair:  registers conference participants.

*Zonta Store Chair:  sets up the store.

*Hospitality Chair:   arranges for local transportation during the conference for the Governor 
  and other members of the District Board.  Arranges for back-up manpower.

DAY OF CONFERENCE and DURING CONFERENCE

*Registration Chair:  registers conference participants.

*Credentials Chair:   opens the credentials desk on the first day of the conference and also ½ hr 

  before each business meeting; checks in delegates for each business session and ensures that

  each delegate is wearing their official delegate ribbon; ensures that the delegates know the 

  location of the section reserved for them in the conference hall and that all delegates are seated 

  in that section;  presents credentials report to the conference when the Governor calls for it at

  the 1st business meeting (before any business is transacted) and at each subsequent business

  meeting as requested.  If an election is to be held: updates the report before voting instructions

  are given and assists tellers by certifying each voting delegate as she enters the room.

*Hotel Coordinator:   tests lighting, equipment and room temperature before each function.

*Protocol Chair:   informs head table guests of the time and location of assembly; supervises 

  the Presentation of Flags at the 1st business meeting; assembles those seated at the head table 

  prior to each conference function and informs them of the logistics of the room, how to 

  approach the head table, and whether to be seated or to remain standing.

*Memorial Service Chair:   plans for and organizes the remembrance service. If an outside 
  service is planned, have a back-up plan in case of bad weather.

*Banquet Chair:    completes a final check of all rooms for proper placement of everything..
*Hospitality Chair:   provides a “lost and found” service and a “first-aid” service.

*Zonta Store Chair:  staffs and manages the store at all times when it is open (store is to 

  remain closed during the business sessions); maintains store financial records with assistance 

  from Conference Treasurer and assumes responsibility for the safety of all store items.

AT END of CONFERENCE

*Hospitality Chair:   obtains completed evaluation forms from attendees and gives them to the

  Co-Chairs to give to the appropriate district person (usually the District Secretary).  Has escorts

  available at the check- out area at the close of conference to assist participants in departing.

*Credentials Chair:   Presents the attendance report at the final business session (attendance 
  report and credentials report may be included in the Conference Program)

OCTOBER
*Co-chairmen:  submit a written report of the conference to the Governor within 30 days of 
  conference (prior to the end of October).

*Co-chairmen:  assign themselves and all committee chairs responsibility for sending out thank-
  you notes to appropriate people.  

NOVEMBER

*Treasurer:   prepares final conference report with the Co-Chairs.  Co-Chairs or Treasurer send 

  this report to the local club president and the Governor within 60 days.

DECEMBER
*Treasurer:  closes the bank account when all expenses are paid and sends remaining funds to

  the District Treasurer. 
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