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GENERAL INFORMATION 

 

The Convention Committee for the annual convention of New Jersey State Chapter is composed of several 
local hostess chapters (currently, five), which serve on a rotating basis (usually every eight years), as 
determined by the New Jersey State Chapter Executive Board and listed in the most current proceedings of 
Convention of New Jersey State Chapter. The Committee is responsible for the infrastructure of convention 
(e.g., convention site selection, sleeping and meeting rooms, room set-up, registration, meals, supplies) while 
the state chapter executive board is responsible for the content of convention (e.g., speakers, workshops, 
business agenda). 

The State Chapter Officer whose convention is being planned and/or the convention coordinator review the 
following general information with the Committee at a meeting three years prior to their hosting convention. 

Minutes and attendance are taken at every Committee meeting. A pro tem secretary serves until a 
permanent secretary is selected. Minutes are mailed to each hostess chapter and/or committee chairman, the 
officer, the coordinator, and in the year preceding convention, to the vice president of state chapter and her 
general chairman. 

Tax Status: The New Jersey State Chapter is a nonprofit, tax-exempt entity under Section (501(c)(4) of the 
tax code of the United States. We pay no federal or state tax on income; however, we must pay sales tax on all 
purchases including those made for convention. 

THREE YEARS prior to hosting convention: During the convention of state chapter, the convention coordinator 
calls a meeting of the hostess chapters (delegates and other interested members) and the officer to: 

• distribute folders with preliminary information;.  
• discuss site selection and financial responsibility; 

o The officer and the Committee decide who will contact sites so there is no overlap.  
o Hostess chapters’ nonrefundable financial contributions may be pooled and deposited at this 

time; 
• alert hostess chapters to potential extra expenses they may incur, such as rooms and meals for chapter 

members who will be working at convention;  
• review duties of the chairmen and committees. 
 
All convention committee discussions are kept confidential. 

Chapter representatives bring this information to their respective chapters to discuss which committee 
assignments they would like to assume. Each hostess chapter should cover at least two committee 
assignments or major responsibilities. 

Convention Finances: The hostess chapters’ financial commitment begins with the pooling of funds 
(currently $250 from each hostess chapter) no later than two years prior to convention. The Finance 
chairman opens a free checking account, using the state chapter Employer Identification Number obtained 
from the state treasurer, at a bank in a convenient location. The account should be titled, “ (year) NJ P.E.O. 
Convention Fund.” There should be two signatures (either/or) on bank cards – ideally, the Finance 
chairman and assistant Finance chairman or the Finance chairman and the general chairman. 

Convention Location: 

• Site selection begins three years before convention.  
• The coordinator distributes a site evaluation form to use in reviewing a possible site. She may 

have information available about sites that have been investigated in recent years. 
• The officer may choose to investigate sites with her general chairman and/or the coordinator or 

may depend on the Committee to make a preliminary investigation.  
• The final decision in choosing the facility belongs to the officer. 
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TWO YEARS prior to hosting convention: At the convention of state chapter, the convention coordinator calls a 
meeting of at least two members from each hostess chapter (usually the delegates) and the officer (organizer) 
to:  

• discuss convention committee selections and duties, the convention site, finances, and 
observations on the current convention;  

• review anticipated receipts and disbursements in order to help hostess chapters in their search for 
an affordable site;  

• set a date for the fall meeting. 
The selection of the general chairman, the Finance chairman, and the secretary should have been 
completed by this meeting. It is helpful if the general chairman and her assistant are members of the 
same chapter and the Finance chairman and her assistant are members of the same chapter or at least 
live close to one another. It is also important for these chairmen and assistants to be familiar with email 
and excel spreadsheets. 

The general chairman, the Finance chairman, and/or their assistants, if known, are welcome at the 
meeting of the committee planning the current year’s convention in April and the post convention 
changeover meeting of the current state chapter president’s Convention Committee. 

Convention Location Contract: 
o The contract with the facility must contain a detailed list of: 

o all rooms (sleeping, meeting, display, etc.);  
o times of use and set-up; o equipment needs (e.g., microphones, screens, piano, easels, 

tables);  
o meals; and  
o meetings. 

§ Complimentary committee/board meetings (three for pre convention committee 
meetings, one for a pre convention state executive board meeting, and one for 
the post convention committee changeover meeting) may be requested when 
negotiating the contract. 

§ Both pre convention meetings of the state executive board and the past state 
presidents and the meeting of the state executive board immediately following 
convention are considered part of the event and should be included in the body 
of the contract under the Function Information Agenda/Event Agenda (the listing 
of room usage and needs).  

o The charges for every item must be in the contract as well as the special arrangements 
and complimentary items.  

o After careful review, the contract is signed by the officer or, with the officer’s approval, by her 
general chairman. This may be necessary as far as two years in advance of convention.  

o Usually a deposit is required by the facility when the contract is signed. The state chapter, with 
the approval of the executive board, will pay this deposit when requested by the officer. 

 
NINETEEN TO TWENTY MONTHS before hosting convention:  
In the fall, the coordinator or general chairman calls a meeting of the Committee with the officer (vice 
president) and the coordinator at the convention facility or in a location agreeable to the Convention Committee 
to: 

o distribute convention handbooks; 
o make final selections of the facility and committee responsibilities if this has not already 

been done; 
o discuss and plan for the implementation of the officer’s theme, taking into consideration the 

preferences of the officer regarding colors, decorating ideas, entertainment, and the general 
feeling of convention;  

o plan the invitation to convention to be given at the convention when the officer will be 
installed as president. 

§ Decide whether one chapter or all chapters will participate in the invitation.  
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§ Discuss printed invitations to be distributed, which may include the officer’s logo.  A 
minimum of 100 are needed for distribution to all voting members of convention 
(state chapter officers, past state presidents, standing committee chairmen, 
delegates, and several extras). (See Appendix 1)  

 The theme and all arrangements are kept confidential by the Committee. 

EIGHTEEN MONTHS before convention:  
The Finance chairman and her assistant, the general chairman and her assistant, and the officer prepare the 
preliminary convention budget to be presented at the next meeting of the Committee. 
 

Convention Budget: 

• Plan carefully so there is no loss and little overage after all bills have been paid. The goal of 
convention is to break even financially, without steep increases in hotel room costs and 
meal prices. The previous convention budget may be used as a guide; it is included in the 
Proceedings of Convention (found on the state website). 

• The money for the hotel deposit is paid by the state chapter.  
• Price decorations to sell. The goal is to break even with the cost of making/purchasing them. 
• Only items pertaining to convention may be sold at convention. 
• The cost for rooms and/or meals may be rounded up for ease in bookkeeping.  
• Return any money left after all bills have been paid following convention to the New Jersey 

State Chapter General Fund (see Article VIII, Section 3, of the Bylaws of the New Jersey 
State Chapter of the P.E.O. Sisterhood). 

 
Convention receipts include:  

• hostess chapters’ contributions (not reimbursed); 
• the budgeted contribution from the state chapter treasury, based on membership figures 

from the year preceding convention which is found in convention proceedings (e.g., 2019 
convention uses the membership total from the March 1, 2018, annual membership report); 

• the budgeted amount from the state chapter treasury for room and registration fees for the 
five members of state chapter executive board, nine state chapter standing committee 
chairmen, and room and meals only for two members of the Credentials Committee and the 
AV Tech person;  

• registration fees from members of convention (100 - 110 members);  
• sale of decorations and other items sold at convention; 
• meal and room reservations (including profit);  
• donations.  

 
Convention expenses include:  

• printed invitations to convention and other items for presenting the invitation to convention;  
• supplies for decorations; 
• meals for members of convention and others listed on “Financial Responsibility for Convention 

of New Jersey State Chapter Registration, Meals and Housing” (See Appendix 4); 
• rooms (paid by delegates and visitors); 
• visitors’ meals (paid by visitors);  
• Convention Committee expenses (including printing and postage); 
• Hospitality Room; 
• convention hostess chapter workers’ outfits [may be an expense of the Committee, the hostess 

chapters or hostess chapter members]; 
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• AV and equipment rental (e.g., piano, easels); 
• banquet entertainment and banquet program. 

 
NOTE: 

 a. The printed convention program is an expense of the state chapter.  
 b. The Representative of International Chapter pays her own expenses and is reimbursed by 
International Chapter. 

 
FOURTEEN TO FIFTEEN MONTHS before convention: 
In the spring, the Committee meets with the officer and the coordinator at the convention facility (depending on 
the number of contracted meetings at the facility) or in an agreed upon location to:  

• discuss the preliminary budget, ideas for decorations, suggestions for outfits to be worn by the 
committee members working at convention and the final plans for both the performed and printed 
invitations to convention are presented;  

• tour the convention facility and talk with the event planner, if meeting at the facility. 
 

Decorations  
• Reflect the officer’s theme. Ideas may come from all of the hostess chapters and from the officer (if 

she wants to be involved). The Committee agrees to the final selections. 
• The same centerpieces may be used at all meals or different ones at each meal, keeping in mind 

that they must be sold. If ideas have been approved by the entire committee, decorations may be 
made during the summer. 

 
TWELVE MONTHS prior to hosting convention:  

During convention: 
• All committee members attending convention as delegates and visitors should observe and take 

notes of the arrangements at the facility. 
• Present the invitation to convention following the installation of the officer as president and 

distribute printed invitations (see Appendix 1). 
• Convention Supplies Committee should be prepared to take home boxes of supplies to be stored 

for the coming year at the end of convention. This may require the use of two vehicles. 
 
Meetings throughout the twelve months before convention: 

• The general chairman schedules major meetings for September, January, and March/April. 
• It is helpful if meetings are held at the convention facility.  The contract with the facility may allow for 

a specified number of complimentary committee/board meetings at the facility.  If not, check to see 
if the facility charges for the use of the meeting room.  The Committee may choose to meet at a 
member’s home and then tour the facility and/or meet with the event manager as necessary.   

• Having the September meeting at the convention facility enables the Committee to meet with the 
event manager who will answer questions regarding rooms (president’s suite, sleeping rooms, 
meeting rooms, display areas and workshop rooms); meals (menus, table arrangements and linen 
colors); availability of equipment and supplies (easels, microphones, etc); assistance from the 
facility staff; rules and regulations of the facility; room set up (meetings, workshops and meals); and 
any other questions the Committee may have.  

• Regarding the pre convention meetings in January and in March/April.  The vice president, her 
general chairman, Finance chairman and their assistants are invited to these meetings of the 
current president’s Convention Committee. 

• Additional meetings of the entire Committee may be scheduled as needed. 
• Individual committees continue to work on their own. 
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• The vice president of New Jersey State receives minutes of Committee meetings during the twelve 
months preceding the convention. 

 
Registration forms 

• The Finance chairman and her assistant create the forms with input from the general chairman and 
the officer. 

• Forms (hard copy or online) should be ready by January preceding convention. 
• Late January, preceding convention, these forms, the letter of Invitation to Convention from the 

general chairman and the tentative convention schedule generated by the president are mailed or 
distributed electronically to: 

o Members of the state executive board 
o Chairmen of state chapter standing committees 
o Past state presidents 
o Presidents of local chapters 
o Treasurers of local chapters 
o Tech Committee chair of local chapters 
o The Representative of International Chapter, and 
o Others whom the president may designate. 

 
Changeover meeting 

• The general chairman of the outgoing and incoming committees determines the date of the 
meeting. 

• At this meeting, the officer, newly installed president, general chairman, coordinator and committee 
chairmen and assistants meet with the immediate past president and the outgoing Committee to: 

o Hear the reports of the outgoing chairmen, 
o Receive their written reports, and 
o Return the convention handbooks and outdated material to the coordinator. 

• At least one member from each committee should attend the changeover meeting. 
• The newly installed vice president, her general chairman and/or assistant should also attend, if 

possible. 
 
 
Chairmen of convention committees should not be elected delegates to the convention at which 
they will be working. 
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DUTIES OF ALL COMMITTEE CHAIRMEN AND ASSISTANTS 

 
Each hostess chapter will: 
1. Appoint a contact person (usually the chapter president) to represent the chapter until committee chairmen 
are chosen. It is her duty to: 

• represent her chapter at preliminary planning meetings of the Committee and keep her chapter 
informed; 

• receive minutes of preliminary planning meetings; 
• keep one of the two preliminary planning folders distributed by the coordinator, give the second folder 

to another officer or committee chairman at the discretion of the local chapter president and review the 
information with the entire chapter; 

• coordinate visits to prospective convention sites with the officer, and/or coordinator and the other 
hostess chapters; and 

• ensure that the chapter’s financial commitment has been sent to the convention Finance chairman or 
other designated Committee member. 
 

2. Cover at least two committee assignments or major responsibilities, with the chairmen and assistants being 
appointed from that chapter. 

• No chapter should take on the responsibility of both the Hospitality and Visitor Registration Committees 
because of the number of workers needed at convention. 

• No chapter should take on the responsibility of both the general chairman and the Finance chairman 
and their assistants because of the time involved for each position. 
 

3. Provide the names of committee chairmen and assistants to the secretary before the fall meeting 20 months 
prior to convention. Include name, chapter letter, address, telephone number with area code and email 
address for each chairman and assistant. 
 
4. Work together with all chairmen and their committees toward a successful convention. If a chairman or 
hostess chapter needs help, other hostess chapters may assist. Duties may be assumed by another chapter to 
accommodate the time and talents of all chapters involved, with the approval of the general chairman and 
committees involved. 
 
Each Committee chairman will: 

1. Familiarize herself with this handbook and the reports of previous committees found in the files from 
the changeover meeting the year before convention. 
 
2. Assure that her assistant has the appropriate information from this handbook. 
 
3. Oversee the work of her committee and report at scheduled meetings of the Convention Committee. 
 
4. Clear all major decisions/changes through the general chairman. No one shall contact the facility 
other than the officer or general chairman. The general chairman is the contact with the officer, the 
facility, and all convention chairmen. 
 
5. Share the responsibilities for chairing her committee with her assistant. The assistant should be 
prepared to assume the chairman’s position if the need arises. Enlist other members of her chapter to 
work on her committee. 
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6. Arrange for approval of all correspondence and forms by the state executive board prior to copying 
and sending. 
 
7. Use email when possible but be alert for Committee or hostess chapter members who may not have 
email, can’t open attachments, or need forms and information in hard copy format. Contact anyone who 
should have responded and has not done so. 
 
8. Follow suggestions in the handbook and prepare work schedules when necessary. Give these 
schedules to the general chairman or assistant chairman of convention. When scheduling members, try 
to allow time for the chairman, assistant and each committee member to enjoy some of the convention 
proceedings. 
 
9. Attend all meetings of the entire Committee or send a report with a representative. The general 
chairman, the Finance chairman and their assistants will be invited to attend specific meetings of the 
preceding Convention Committee. 
 
10. Complete a facilities request form, if needed, when distributed by the Facilities Committee chairman 
in late February. Include everything, no matter how small. Do not assume that the Facilities or 
Convention Supplies Committees will have what you need on hand. Signs are available in convention 
supplies or will be made by the Convention Supplies Committee. The Convention Supplies chairman 
will notify you if your request cannot be filled. 
 
11. Report any problems or requests that arise during convention to the general chairman or her 
assistant who will contact the facility management. 
 
12. Keep a file of the committee’s activities and expenses covering two (2) prior conventions and give it 
to the incoming Convention Committee at the changeover meeting. Do not discard outdated material. 
Turn it over to the coordinator so she can be certain her file is complete. 
 
13. Keep an accurate record of committee expenses. Submit expenses to the Finance chairman for 
reimbursement. Expenses submitted after the books are closed for audit will not be reimbursed. 
 
14. Write a final report of the committee’s activities. 

a. Include what worked well, what did not, and suggestions for the incoming committee. 
b. Include specific information, numbers and any duties covered by her assistant chairman. 
c. Be candid in assessing the facility. It will enable future convention committees to address any 

problems in advance. 
d. Attach an accurate record of committee expenses. 
e. Sign the report with name, chapter letter, telephone number and email address. 
f. Make five (5) copies and distribute them at the changeover meeting as follows: 

• successor committee chairman, 
• incoming officer (president),  
• incoming general chairman,  
• incoming vice president,  
• coordinator. 

15. Attend the changeover meeting both as incoming committee chairman and/or assistant chairman 
AND as outgoing chairman and/or assistant chairman to receive or give files and reports. 

a. Give an oral report of your committee’s activities. 
b. Meet individually with your successor and give her one written report and current files. 
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c. Turn over the four remaining written reports as shown in item #15. 
d. Return the convention handbook and any material culled from your file to the 

coordinator. 
 

 
 
 

THE FOLLOWING PAGES list duties of the convention committee chairmen and, when applicable, their 
assistants. 
 
These are to be used as guidelines since each convention is different, due to the facility chosen, the officer’s 
theme and the time and talents of the hostess chapters’ members. Some committees need more workers than 
others (e.g., Hospitality Committee). Some responsibilities can be accomplished well in advance, while the 
work of other committees must be done just prior to or at convention. A hostess chapter assuming 
responsibility for a particular committee might need to call on the other hostess chapters for assistance. 
 
Divide the responsibilities to suit your Committee. Feel free to do things differently if it will work for your 
Committee. The most important thing is to get the work done and have fun while doing it!!
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DUTIES OF THE GENERAL CHAIRMAN 
 
The general chairman assists the president in planning and running the Convention of New Jersey State 
Chapter. Working with her assistant general chairman, she: 

• may not be an elected delegate to the convention at which she serves as general chairman; 
• keeps the president apprised of all convention plans;  
• arranges and presides at all general meetings of the Convention Committee; 
• is the main contact with the facility;  
• familiarizes herself with all committee duties and assures that committees understand and complete 

their responsibilities;  
• acts as the clearinghouse for ideas and planning by all convention committees; 
• generates publicity and enthusiasm to encourage convention attendance; 
• composes and sends the invitation to convention letter with the related forms; and  
• oversees all arrangements for and during convention. 

 
READ and refer to these pages during your term as general chairman: Section I, pages 1-5, “General 
Information,” and pages 6-8, “Duties of All Chairmen and Assistants.” 
 
EIGHTEEN MONTHS TO ONE YEAR before convention: 

1. Arrange for all meetings of the Convention Committee. 
• Select the sites. If the facility charges for the use of the meeting room, schedule the meeting(s) in 

the home of a Convention Committee member and schedule a tour of the facility following the 
meeting.  

• Preside at meetings, preparing an agenda and handouts in advance.  Prepare a short devotion to 
start each meeting. 

• Consult with the officer and the coordinator before all meetings. 
• Remind the secretary to email/mail meeting reminder notices to the members of the Committee and 

all others invited to attend at least three weeks before the meeting. 
 

2. Familiarize yourself with the convention facility and get acquainted with your event manager. You are the  
  main contact with the convention facility. 

• See that the Committee has a chance to tour the convention facility early in the planning. 
• Sign the contract, if requested, with the approval of the officer. Make copies for the officer and the 

Finance chairman. If the officer has signed the contract, request these copies from her. 
 

3. Assist the Finance chairman in preparing the convention budget with the officer, the assistant general   
chairman and the assistant Finance chairman. 
 
4. Decide with the officer if sponsorships and/or donations will be sought for convention and, if so, who will 
be   responsible for finding them. 
 
5. Plan both the performed and printed invitation to convention (see Appendix 1) at the fall meeting (19-20   
months before convention). The invitation usually follows the officer’s chosen theme and may be given by 
one   hostess chapter, all the hostess chapters or whatever the Committee decides. 

• Familiarize yourself with the current year’s convention facility in order to plan the invitation. 
• By the February/March meeting, two-three months before the invitation is delivered, be sure that it 

is planned and is being practiced. 
• Schedule rehearsal time at convention with the hostess chapter members who are performing the 
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invitation. 
• Request a rehearsal space from the Facilities Chairman. 
• Approve the printed invitation before it is printed. 
• Check with officer as to the time the invitation is scheduled to be presented, usually near the end of 

convention. 
• Reserve a luncheon table(s) for the last day of convention for the group giving the invitation, if 

desired. The reservation is usually made with the current year’s Hospitality chairman. 
 

6. Obtain the Committee’s approval of the Decorations Committee’s ideas for decorations and centerpieces 
at the spring convention meeting (14-15 months before convention). Suggestions may come from all 
hostess chapters. 
 
7. Determine with the Committee what outfits convention workers will wear. Not every hostess chapter 
member needs an outfit. Items such as aprons can be shared. Pockets are helpful. The Convention 
Committee needs to decide if the cost of these outfits should be part of the convention budget or if each 
committee member should pay for her own. 
 
8. Observe carefully at the current convention and make notes for planning the next convention. 
 
9. Attend the final pre convention meeting of the Convention Committee preceding yours (13 months prior 
to convention). 
 
10. With the outgoing convention general chairman, set the date for the changeover meeting (11 months 
prior to convention). 
 

 
YEAR OF CONVENTION 

- Communicate. 
• Keep the assistant general chairman well informed. Copy her on all emails and letters. She must be 

able to take over for you if necessary.  
• Encourage communication among convention committee chairmen, yourself, and the assistant 

general chairman. It will prevent problems and build a harmonious team.  
• Generate publicity (e.g., Marguerite Messenger, Reciprocity meetings, individual chapter visits) and 

enthusiasm to encourage convention attendance.  
• Communicate regularly with the facility. You are the main contact. All chairmen must contact you 

with questions. You will contact the facility and report back to the chairmen.  
• Contact the facility staff regarding problems during convention. All committee chairmen must 

contact you or your assistant with questions, concerns, or problems. 
- Coordinate. 

• Assure that all committees accomplish their duties. Meet with chairman and assistants and/or 
committees as needed. 

• Request copies of the president’s “Word for Word” and the delegate seating chart. Forward the 
seating chart to the Convention Supplies Committee before convention begins. 

• Assist the Facilities chairman with diagrams of the room set-ups throughout convention. She will 
provide the list of equipment and room needs. Keep copies of the room layouts for each day of 
convention, whom to contact and special arrangements. Give a copy to the assistant general 
chairman. 

• Review the equipment requests received with the Facilities chairman. Compare the requested 
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equipment cost with the budgeted amount. If there is a cost overrun, decide if or which requests 
may have to be denied or amended.  

• Coordinate facilities and equipment for any workshops at convention as necessary. 
• Decide responsibility for presiding and making announcements: 

o convention welcome; 
o announcements during convention sessions; 
o closing remarks and announcements;  
o the blessing or the P.E.O. Grace at the close of the morning session on the first day (check 

with officer first); 
o luncheons, if necessary, to give directions, introduce speakers and/or make 

announcements; 
o master of ceremonies at the banquet.  

• Check with officer to be sure a rooming chart has been given to the Finance chairman identifying 
roommates of state officers for each night.  

• Verify that the hotel is not including any room charges on the final individual hotel bills, since the 
hotel’s contracted room rate is less than the rate being charged to convention attendees by the 
Convention Committee. 

• Circulate among all the areas of the facility to be aware of needs and address concerns.  When 
possible, take turns with the assistant general chairman being in convention hall so that you both 
may enjoy the proceedings. 

-  Plan. 
Fall/September Meeting  

• Confirm that committee chairmen have a list of committee members who will be working at 
convention. Include as many members as possible on committees to allow for members who 
cannot attend at the last minute.  

• Finalize decorations, if this has not been done previously.  
• Approve the final budget, after presentation by the Finance chairman.  
• Hear a progress report from each committee.  
• Review arrangements that have been made with the facility, including rooms, meals, set-up and 

equipment.  
• Schedule a date in January for a Committee meeting at the convention facility. Notify the vice 

president and organizer of this date. Ask them to invite their general chairmen and Finance 
chairmen. 

• Menu Selection Meeting with Event Manager at the Facility:  Schedule a meeting or work by 
email with the event manager of the convention facility to make menu selections. The general 
chairman, the assistant general chairman, the officer and the vice president (for the PSP pre 
convention dinner) are invited to this meeting. 

 
January Meeting  

• Arrange a Committee meeting at the convention facility for everyone to become more familiar 
with arrangements. 

• Request all necessary information from each committee in order to write your letter of invitation 
to convention. This is mailed/emailed in late January with the registration forms and schedule of 
convention. 

• Ask all committees to give a progress report. 
• Ask the Finance chairman to review the income and expenses to date. 
• Approve the Facilities Equipment and Materials Request Form with the Committee. It will be 

mailed/emailed in February.  
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• Approve design of name badges.  
• Ask chairmen to have work schedules for their committees ready for the April meeting. Contact 

other hostess chapters to fill empty spaces in work schedules with members of their chapters if 
necessary.  

• Work with the Finance chairman to determine the reservation deadline and to generate the 
registration forms. 

• Ask your officer if she plans to have entertainment in the Hospitality Room the evening prior to 
convention.  

• Ask your officer if she plans to have a chorus during convention. If so, risers will need to be 
requested from the Facilities chairman.  

• Ask the secretary to review her plans for the Time of Remembrance with the Committee. 
• Ask the vice president to review her plans for the Educational Hour with the Committee.  
• Schedule April date for Committee to meet at the convention facility. Notify the vice president of 

this date and ask her to invite her general chairman and Finance chairman and assistants. 
Notify the organizer of this meeting if she did not attend the January meeting. 

 
March/April Meeting  

• Schedule the Committee meeting at the convention facility. Arrange with the event manager to 
be present or to have someone else available during and/or after the meeting to answer 
questions and address concerns.  

• Make all final arrangements for each day of convention.  
• Review completed work schedules for each committee, as applicable. If not already done, 

assure that other hostess chapters are prepared to fill empty spaces in work schedules with 
members of their chapters.  

• Review the list of equipment and room set-ups with the Facilities chairman. Registration and 
finance/information should have prominent tables in the registration area.  

• Confirm with the facility event manager that banquet event orders will be generated for each 
function during convention for your review and approval. These orders verify all requests and 
arrangements which you make with the facility. 

• Find out the facility’s emergency medical procedures and communicate them to the guards and 
pages.  

• Approve the banquet program before it is printed. 
• Check that courtesy baskets are being provided for members of honor (NJ P.E.O.s serving on 

International Chapter boards or committees).  
• Assure that the Hospitality Committee has arranged transportation for the representative of 

International Chapter, if needed.  
• Set up meeting date, time and location for the changeover meeting with the incoming 

Convention Committee. Before this meeting, contact the incoming state president and her 
general chairman of convention and discuss possible dates and times that will work for both 
committees. It will be the responsibility of the incoming president and her general chairman to 
notify their committee of the meeting date, time and location. Advise all members of the 
outgoing committee and the coordinator of the meeting date, time and location. 
 

April/May Convention of New Jersey State Chapter – this is IT!  
Attend convention to oversee arrangements, make introductions and announcements, and 
preside at the banquet (if requested). 

 
June Post Convention Changeover Meeting  
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• Preside at the meeting. The incoming secretary takes minutes.  
• Final reports and recommendations of each committee are presented (see pages 6-8 in Section 

I: Duties of All Committee Chairmen and Assistants).  
• Distribute all reports to the incoming general chairman, the incoming state president, the 

coordinator, and the incoming vice president. Each committee chairman turns over all materials 
to her successor on the incoming Committee together with a copy of her report.  

• Turn over all material to the new state president, coordinator, the new general chairman, and 
the new committee chairmen. 

 
LETTER OF INVITATION TO CONVENTION  

• Contact the officer for a schedule of convention to use as a resource for information or a convention 
brochure to be included in the mailing with your letter. Request biographies of the representative of 
International Chapter and the keynote speaker, if any, from the officer for inclusion with your letter, if 
desired.  

• Obtain the registration forms and menu options to be included with the letter of invitation to convention 
from the Finance chairman. 

• Obtain directions to the convention facility for inclusion with your letter of invitation.  
• Obtain a floor plan of the public spaces from the facility for inclusion with your letter of invitation or to be 

put in the delegates’ kits and left at the registration table. 
• Write your letter of invitation to convention. If necessary, put the schedule of convention into a usable 

format to be included with your letter. (See samples in your files.)  
• Send the letter and related enclosures to your officer before being copied and mailed/emailed.  
• If the letter and attachments are to be sent by mail, have them duplicated and ready for distribution by 

late January. Request address labels from the officer, if you have not received them.  
• Mail or email your letter and attachments to: 

o Officer (if mailed, two (2) full sets)  
o State board officers (if mailed, two (2) sets, one (1) for reference and one (1) to return) 
o Local chapter presidents (if mailed, two (2) copies of schedule of convention and registration 

forms)  
o Local chapter treasurers  
o Local chapter technical contacts  
o Past state presidents  
o State standing committee chairmen  
o Special guests: 
o Representative of International Chapter 
o Out of state guests (requested by officer, board members, and Convention Committee) 

• Email all the information to the NJ State Web Site Coordinator for publication on the web site. 
 
FACILITIES  

• You are the contact with the convention facility. Every committee chairman discusses all questions 
and arrangements with you. You contact the convention facility, then report the answer to the 
committee chairman.  

• Notice or ask about physical layouts at the facility (size and configuration of rooms, table linen 
colors, modesty skirts, mirrors, wall coverings, plants, screens, etc.) to report to committee 
chairmen. The general chairman, assistant general chairman (if desired) and the Facilities chairman 
will verify all arrangements for:  
o Pre convention dinner (arrangements are made by the vice president)  
o Registration area  
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o Display area (including tables to display local chapter items for sale)  
o Hospitality Room  
o Convention Hall  
o Audio-visual equipment  
o Piano or keyboard – If the hotel does not provide/have a piano, the general chairman or the 

Facilities chairman will arrange the rental and tuning (if applicable) of one for the days of 
convention unless other plans have been made.  

o Luncheons – both days (consult with Finance chairman)  
o Pre-banquet reception (including food, complimentary beverages, and cash bar) and a receiving 

line if the officer wishes it  
o Banquet (consult with Finance chairman)  
o Time of Remembrance (consult with secretary)  
o Sleeping room reservations (consult with Finance chairman) 
o Suite for the president  
o Workshops, if scheduled  
o Changing room and meals for the entertainer(s), if needed (consult with Entertainment 

chairman) 
o Room for rehearsal of the invitation to convention and the invitation to the president’s tea  
o Supplies storage  
o Luggage storage  
o Check-in and check-out arrangements with convention facility (the officer may want a late 

check-out time)  
• Arrange a schedule with the facility for men’s rooms to be used as ladies’ rooms. 
• With the officer, the assistant general chairman, and Facilities chairman, verify all information on the 

banquet event orders generated by the convention facility and meet with the event manager of the 
facility to review and sign the orders. These banquet event orders are usually available the week 
before the convention.  

• If desired, arrange with the event manager of the convention facility to meet the staff who will be 
coordinating and/or working the event on the day before the opening of convention. Include the 
assistant general chairman and the Facilities chairman. 

 
ANNOUNCEMENTS AT CONVENTION  
The following are some of the announcements which you may give during convention: 

• Welcome attendees to convention. 
• Make announcements and remarks at the end of convention business meetings.  
• Identify and/or introduce the hostess chapters. 
• Announce: 

o location of the message board and lost & found and/or identify all lost or found articles  
o facility issues (e.g., check-in/check-out times) 
o items for sale by Convention Committee (consult with Decorations Committee)  
o event logistics (e.g., cash bar at pre banquet reception)  

• Remind delegates to sit in their assigned seats to leave room for guests, if the Time of Remembrance    
is held in convention hall. The Convention Supplies Committee will rope off a reserved section for   
families and/or accompanying chapter members.  

• In addition to the Time of Remembrance, the Convention Supplies Committee may rope off a reserved 
section on convention floor for other open sessions (e.g., Golden Girls recognition, installation of state 
officers). 
 

POST CONVENTION DUTIES  
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• Arrange to have the convention books audited by a committee of two (2) members which may include 
you as soon as the Finance chairman has generated her final financial report. The audit and final 
financial report must be done in time for the report to be included in the convention proceedings. 
Contact the officer to determine the deadline.  

• Write a final report of your activities including all of your expenses. Sign your name, chapter letter, 
telephone number and email address. Make a total of five (5) copies, one (1) for your successor and 
four (4) for distribution at the changeover meeting.  

• At the convention changeover meeting, turn over written reports and files for two (2) conventions to 
your successor. Return the convention handbook and any materials to be discarded to the coordinator. 
Give a complete file of final reports of convention officers and committees to:  

o the incoming president  
o the incoming general chairman  
o the incoming first vice president  
o the coordinator. 
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DUTIES OF THE ASSISTANT GENERAL CHAIRMAN 
 

The assistant general chairman must be prepared to assume responsibility for convention if the general 
chairman is unable to do so. If possible, the general chairman and assistant general chairman should be 
members of the same chapter as there must be close and frequent communication between them. 
 
READ and refer to these pages during your term as general chairman: Section I, pages 1-5, “General 
Information,” and pages 6-8, “Duties of All Chairmen and Assistants.” 
 
Duties: 

• Assist and support the general chairman at all times. Be a sounding board for her. Decide between you 
which responsibilities each of you will assume. 

• Attend meetings with or on behalf of the general chairman. 
• Familiarize yourself with the timeline and responsibilities of all the convention committees.  
• Keep up to date with all convention arrangements and activities. 
• Undertake any tasks assigned by the general chairman. 
• Assist in preparations of the budget with the general chairman, Finance chairman and your officer. 

Have a good understanding of the budget. 
• Review the registration forms with the general chairman and Finance chairman. 
• Visit the convention facility with the general chairman to see the physical layout and meet the event 

manager(s) and staff with whom you will be working. Establish a good working relationship with them. 
With the general chairman and Facilities chairman, review catering and rooms. 

• Familiarize yourself with the contract with the facility. 
• At the direction of the general chairman, contact the event manager with questions from committee 

chairmen. 
• Review completed work schedules for each committee with the general chairman, as applicable. 
• With the general chairman, the officer and the Facilities chairman, verify all information on the banquet 

event orders generated by the convention facility and meet with the event manager of the facility to 
review and sign the orders. These banquet event orders are usually available the week before the 
convention. 

• At convention, assist the general chairman with all aspects of convention. This may include the 
following:  make announcements, hold the keys to storage areas, help solve problems (e.g., air 
conditioning, microphones, rooms) or assist in emergency situations. Assist individual committees as 
needed. 

• With the general chairman, circulate between convention hall, the display area and other areas of the 
facility to be aware of needs and address concerns. When possible, take turns being in convention hall 
so that you both may enjoy the proceedings. 

• Make a sweep of convention hall and display areas immediately at the close of convention to see that 
all items have been removed. What is not removed will be discarded by the facility staff. 

• Write a final report of your activities including all your expenses. Sign with your name, chapter letter, 
telephone number and email address. Make a total of five (5) copies, one (1) for your successor and 
four (4) for the general chairman to distribute at the changeover meeting. 

• Following convention, attend the changeover meeting with the incoming Convention Committee.  Turn 
over written reports and files for two (2) conventions to your successor, and return the convention 
handbook and any materials to be discarded to the coordinator. 
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DUTIES OF THE FINANCE CHAIRMAN 
 
The Finance chairman handles all financial matters for the Convention Committee. She keeps the assistant 
Finance chairman up to date and notifies her of all meetings that she is invited to attend.  
 
Duties:  

• prepare the convention budget;  
• prepare the registration forms; 
• tally all convention registrations and money;  
• creates nametags; 
• collect and deposit all income, pay all authorized bills; 
• reconcile the checking account, and  
• prepare financial reports. 

 
READ and refer to these pages during your term as general chairman: Section I, pages 1-5, “General 
Information,” and pages 6-8, “Duties of All Chairmen and Assistants.” 
 
Disbursements  
Disburse money as needed and authorized. An itemized bill must be submitted for each check written. As each 
bill is paid, request that the check be cashed immediately in order to expedite the closing of the books for final 
report and audit. There will be expenses incurred by hostess chapters (e.g., decorations) when the balance in 
the account is only the hostess chapters’ convention commitments. It may be necessary for the chapter to 
incur the expense and then request reimbursement later, after the checking account is augmented by the 
allotment money from the state treasurer. All expenses and income should go through the convention account. 
After all bills have been paid, the remaining balance is returned to the state treasurer (NJ State Bylaws; Article 
VIII, Section 3a). Bank will issue final statement as soon as all checks are cashed and account is closed. 
 
Name Badges  

Finance Chair provides paper name badges and will: 
• Create name badges that fit into the badge holders which are in convention supplies. Check to see 

what size the badge holders are before designing them.  
• Color-code the badges to differentiate between members of convention, visitors and non-P.E.O. 

visitors. Hostess chapters may have special badges designating their responsibility. 
• Print names large enough on badges to be read several feet away, especially the first name. Use 

the master list of attendees provided by the Finance chairman.  
• Include first and last name, title, chapter letter(s), city and state. Print meal reservations on the 

reverse or behind the name badge. Include the meals reserved, the banquet table assignment and 
banquet meal selection (if applicable). Have the design approved by the committee.  

• Provide Visitor Registration with a number of blank badges for last minute changes.  
• Resell meal vouchers when a meal ticket has been turned in and deposit the funds into the 

convention account. The rationalization for this practice is that tickets become nonrefundable after a 
certain date. Therefore, the funds from the resale of these tickets should go to the Committee and 
not the original purchaser.  

 
EIGHTEEN MONTHS TO ONE YEAR before convention:  

• As soon as you have been selected or at least 18 months prior to your convention, collect from each 
hostess chapter the $250 convention financial commitment and open a checking account at a bank in a 
convenient location, using the state chapter’s Employer Identification Number (EIN). The account 
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should be titled, “ (year) NJ P.E.O. Convention Fund.” Have two signatures on the bankcards (either/or) 
– preferably the Finance chairman and assistant Finance chairman or the Finance chairman and 
general chairman. PLEASE NOTE: New Jersey State Chapter is a nonprofit, tax-exempt entity under 
Section (501(c)(4) of the tax code of the United States. This means that we do not have to pay federal 
or state tax on income; however, we do pay sales tax on all purchases.  

• Request a copy of the final signed contract with the convention facility from the officer or the general 
chairman. This document is essential in generating the convention budget and determining the final 
cost of the meals and sleeping rooms.  

• Prepare the preliminary budget with the assistant Finance chairman, the general chairman and her 
assistant, and the officer. (See Appendix 4-5 for expenses, budget line items and formats.) Make 
enough copies for each member of the Committee before the February/March meeting when it will be 
presented (14-15 months prior to convention).  

• Create a spreadsheet to track income and expenses for each budget line item.  
• Pay bills as submitted by the Convention Committee. Deposit income (e.g., payment for hostess 

chapter outfits). Copy all checks for deposit and retain until audit is complete. Reconcile checkbook. 
 
YEAR OF CONVENTION:  
 
January 

• Prepare registration forms and give a draft to the general chairman for approval by the state executive 
board before copying and mailing or emailing. Assure that the forms include space for special requests 
(e.g., dietary restrictions, handicapped room). Work with the general chairman on her letter of invitation 
to convention.  

• Ask the officer to request the allotment from the state treasurer. If you have not received the registration 
fees and lodging expense for the state board, state standing committee chairmen and Credentials 
Committee at the beginning of March, contact the state treasurer to ascertain when the check(s) will be 
sent. Be sure that a statement detailing what the check pays for accompanies it.  

• See that the registration forms are ready for distribution with the general chairman’s letter. The 
registration forms must include information for visitors (including BILs) and special guests as well as the 
members of convention. (See Appendix 7 and files for sample of forms.)   

February 
• Ask the officer for the MS Excel file with names and addresses for state officers, PSPs, state committee 

chairmen, and the Credentials Committee. Ask the officer for a list of guards, pages, tellers and 
honored guests.  

• Create a database for all registration forms and money. An MS Excel worksheet has been used – 
check files for samples. The database is the primary source for all registrations, name badges, meals 
and rooming information. It must be accurate. Room and meal reservations, nametags and the audit 
depend upon its correctness. It contains a summary of rooms and meals, as well as all the details. 
Members of convention, visitors, and guests are tracked separately. The room reservations are made 
as a group by giving the event planner a spreadsheet of the room requests. The Finance chairman may 
make the room reservations with the convention facility, unless the general chairman decides 
otherwise.  

• Generate a cross-reference system to keep track of chapter checks with multiple registration forms.  
• List members of convention alphabetically within their category (e.g., state officers, PSPs, standing 

committee chairmen). List delegates by chapter. List the guards and pages alphabetically in a separate 
category. List visitors alphabetically by chapter. List guests alphabetically.  

March 
• Contact state officers if you have not received a state officers’ rooming chart that identifies roommates 
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of state officers for each night. 
• Determine if the number of reservations for sleeping rooms meets the percentage required for 

complimentary use of meeting rooms in the contract. If not, consult with the general chairman on the 
most fiscally responsible means to cover that expense. It may be best to purchase the rooms needed to 
meet the contracted commitment, rather than to pay for the use of the meeting rooms since that cost is 
usually prohibitive.  

• Check all registration forms for accuracy. Track specific requests (e.g., handicapped room) on the 
registration spreadsheet. Contact chapter treasurers whose registration forms are not received by the 
day after the deadline. Continue to follow-up on all late and incorrect registration forms. 

• After all registrations are received, send the following lists to: 
o General chairman – master spreadsheet   
o Officer – master spreadsheet 
o State secretary and Credentials Committee chairman – master spreadsheet  
o Hospitality Committee chairman – master spreadsheet  
o Visitor Registration Committee chairman – list of all visitors. This committee is responsible only 

for registering the visitors. The Credentials Committee registers all members of convention.  
• Make the room reservations with the facility by the deadline specified in the contract, as directed by the 

general chairman.  
• Continue to update the master spreadsheet as corrections are received. Supply appropriate information 

to the state secretary, Credentials Committee chairman, Hospitality Committee chairman, and Visitor 
Registration Committee chairman.  

 
April/May - Convention 

• Bring the master spreadsheet and original completed registration forms to convention. You and/or the 
assistant Finance chairman must be present at registration during convention. A separate table is set 
up for this purpose.  

• After the designated date stated on the registration form, there are no refunds on meals. In recent years 
any meal reservations turned into the Convention Committee to be resold at convention go to the 
Finance chairman (see Resale of Meal Tickets under Hospitality Committee).  

• Handle sales of decorations, extra hostess chapter outfits (e.g., aprons), et al., keeping track of the 
source of the income.  

• Verify and pay final bill from convention facility. The general chairman, assistant general chairman, 
Facilities Committee chairman and Hospitality Committee chairman should review it with you. The 
facility may not send the bill in time for the changeover meeting. Wait to turn over your records until the 
final bill is checked and verified. *Please note: any balance remaining in the convention account, after 
all bills have been paid, is returned to the state treasury. 

• Request all hostess chapters submit their bills to you before the end of convention or immediately 
thereafter. 

 
Following convention:  

• Generate a final financial report (see Appendix 5 for format) when all the income and bills have been 
received. Submit this report to the general chairman for audit. Once the books have been audited and 
found correct or corrected, the Auditing Committee will sign its report and send it to the incoming state 
president and incoming general chairman for their convention files and to the outgoing state president 
for inclusion in the printed proceedings of convention.  

• Write a final report of your activities including all of your expenses. Sign with your name, chapter letter, 
telephone number and email address. Make a total of five (5) copies, one (1) for your successor and 
four (4) for distribution at the changeover meeting. 
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• Attend the changeover meeting with the incoming Convention Committee. Turn over written reports and 
files for two conventions to your successor, and return the convention handbook and any materials to 
be discarded to the coordinator. 
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DUTIES OF THE ASSISTANT FINANCE CHAIRMAN 
 

The assistant Finance chairman assists the Finance chairman. If the Finance chairman is unable to fulfill her 
duties for any reason, the assistant chairman will assume those responsibilities. For ease of communication 
and convenience, the assistant Finance chairman should be from the same chapter as the Finance chairman. 
 
READ and refer to these pages during your term as general chairman: Section I, pages 1-5, “General 
Information,” pages 6-8, “Duties of All Chairmen and Assistants,” and pages 9-12, “Duties of the Finance 
Chairman.” 
 
Duties: 

• Assist the Finance chairman as needed. 

• Attend meetings with the Finance chairman and keep up to date with all arrangements. 

• Sign checks, if necessary. 

• Work with the Finance chairman to cross check information from registration forms. 

• Attend convention and sit at the Finance table at registration. When possible, alternate with the Finance     

chairman so that you both may enjoy the convention proceedings. 

• Write a final report of your activities including all your expenses. Sign with your name, chapter letter, 

telephone number and email address. Make a total of five (5) copies, one (1) for your successor and 

four (4) for the general chairman to distribute at the changeover meeting. 

• Attend the changeover meeting with the incoming Convention Committee. Turn over written reports and 

files for two conventions to your successor, and return the convention handbook and any materials to 

be discarded to the coordinator. 
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DUTIES OF THE SECRETARY 
 

The secretary records the actions of the Convention Committee, notifies members of meetings, and sends 
Committee correspondence. 
 
READ and refer to these pages during your term as general chairman: Section I, pages 1-5, “General 
Information,” and pages 6-8, “Duties of All Chairmen and Assistants.” 
 
Duties: 

• Email meeting notices to the members of the Committee and all others invited to attend at least three 
weeks before the meeting, including the officer whose convention is being planned and the coordinator. 
Mail postcard notices to those committee members who do not have an email address. Request either 
an email or phone RSVP. Follow up with a phone call to members who have not responded. Notify the 
general chairman who will attend. 

• Invite the vice president, her general chairman, Finance chairman and their assistants, and the 
organizer to the January and March/April pre convention meetings. 

• Attend all meetings of the Committee, or find a replacement if necessary. 
• Take minutes and attendance at all meetings of the Committee. Send minutes to: 

o officer whose convention is being planned; 
o general chairman and assistant general chairman; 
o coordinator (and assistant, if there is one); 
o chairman (and assistant, if there is one) of each individual committee (Convention Supplies,    

Decorations, Entertainment, Facilities, Finance, Hospitality, and Visitor Registration) and any 
other committee member who specifically requests a copy. 

o Until the individual committee chairmen are determined, send minutes to the designated contact 
person in each hostess chapter, usually the chapter president.  In the year of convention, 
beginning with the changeover meeting, the vice president of NJ State Chapter and her general 
chairman are added to the list of those receiving minutes. 

• Compile a roster of all chairmen and assistants from the information provided to you at the fall 
Committee meeting 20 months before convention. Include name, chapter letter, address, telephone 
number with area code, and email address. Send list to those who receive minutes as listed above. 

• Update the master Convention Committee list, if necessary, at the spring meeting held 14 to 15 months 
before convention. Distribute as in #4 above. 

• As the incoming Committee secretary, take minutes at the changeover meeting with the outgoing 
Committee following the convention preceding yours. 

• Write Committee correspondence (e.g., thank-you notes for donations to convention) as necessary. 
• Help general chairman with any mailings. 
• Retain minutes covering a minimum of two (2) conventions to be turned over to the incoming secretary. 

This is especially helpful if convention is held at the same facility for several years in succession. Give 
minutes to be discarded to the coordinator. 

• Keep an accurate record of your expenses, especially copying and postage, and attach to your final 
report. Submit expenses to the Finance chairman for reimbursement by the deadline set by her. 

• Write a final report of your activities including all your expenses. Sign with your name, chapter letter, 
telephone number and email address. Make a total of five (5) copies, one (1) for your successor and 
four (4) for the general chairman to distribute at the changeover meeting. 

• Attend the changeover meeting following convention with the incoming Convention Committee. Turn 
over written reports and files for two conventions to your successor, and return the convention 
handbook and any materials to be discarded to the coordinator.
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DUTIES OF THE CONVENTION SUPPLIES COMMITTEE 
 

The Convention Supplies Committee is custodian of all supplies for convention and is responsible for setting 
up convention hall. 
 
Duties: 

• Store convention supplies and replenish items as needed. 
• Remove all convention supplies from the facility at the end of the convention preceding yours and store 

them until needed. 
• Assemble the delegate kits and distribute them to the Credentials Committee. 
• Assist president with Delegate Seating assignments.  Set up convention hall. 

 
CHAIRMAN 
READ and refer to these pages during your term as general chairman: Section I, pages 1-5, “General 
Information,” and pages 6-8, “Duties of All Chairmen and Assistants.” 
 
ONE YEAR BEFORE CONVENTION 

• You and/or your assistant(s) must be present at the conclusion of the previous convention to receive all 
supplies. Contact the outgoing Convention Supplies Committee chairman of the convention preceding 
yours to make arrangements when and where to pick up them up following their convention.  As a 
courtesy to the Convention Supplies chairman of the convention following yours, do the same. Check 
the items against the list of supplies provided by the outgoing chairman. 

• Arrange for space to store approximately 15 boxes plus some odd-shaped items. Store the supplies 
until they are needed by your Convention Committee. 

• Check supplies prior to your convention to see that they are complete and in good condition. Replenish 
where needed. 
 

YEAR OF CONVENTION 
• Prepare an inventory of supplies for use by the Convention Committee and to deliver to the incoming 

Convention Supply Chairman. 
• Ask the vice president for the name of the Convention Supplies chairman on her Convention 

Committee. (The vice president is invited to the pre convention committee meetings). Contact the 
incoming Convention Supplies chairman to see who will be picking up the supplies immediately after 
convention. Remind her that two vehicles will be needed. 

• Signs 
o Organize signs after requests arrive about five-six weeks before convention. Make signs that 

are not in inventory. 
o Provide signs and other supplies for workshop rooms as requested. 
o Refurbish or make new signs as requested. 
o Provide “Reserved” signs in convention hall for Golden Girl recognition. Ask the state secretary 

how many rows will be needed. White ribbon may be used to rope off the section. 
o Provide “Reserved” signs in convention hall (or other room used) for families and chapters 

during the Time of Remembrance. Ask the secretary how many rows will be needed. White 
ribbon may be used to rope off the section until needed. Prior to the Time of Remembrance, 
distribute “Quiet Please” signs for committee members to carry in hallway outside the room 
used for the service. Put signs away after the service. 

o Check to see if table number signs will be provided by the facility. If not, make them for the 
Hospitality Committee for assigned seating at the banquet. 
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• Check supplies to see that there are sufficient plastic holders for name badges. You will need 
approximately 400. Purchase additional supplies if needed.  

• Obtain the paper nametags from the Finance Chairman and insert them into the plastic holders for 
inclusion in delegate kits and visitor registration. 

• When the name badges are collected at the end of convention, remove the paper nametags from the 
holders so that the holders are not stained and may be used the next year. 

• Check supplies requested by the Facilities Committee chairman (e.g., extension cords, easels) a few 
weeks before convention. Report back to her. 

• Complete the Equipment and Materials Request Form to request tables for the storage room. The 
Decorations Committee may share space with the Convention Supplies Committee in the storage room. 
Discourage use of the storage room by all but the Convention Supplies and Decorations Committees. 

• Ask officer if the American, Canadian and NJ flags should be in place next to the dais before the 
opening of convention. (FLAG ETIQUETTE: When displayed from a staff in an American church or 
public auditorium, the U. S. flag should be placed at the speaker’s right as she faces the audience. Any 
other flag should be placed on the speaker’s left or to the right of the audience. Therefore, looking at 
the stage, the U.S. flag should be on the audience’s left; the Canadian or state flag on the audience’s 
right.) 

• Check the placement of easels and signs. Put the hours for the Hospitality Room near the Visitor 
Registration table. 

• If the facility allows the temporary use of the men’s room for ladies and does not have a sign for the 
door, prepare a “LADIES” sign. Discuss this at a Committee meeting in case the Decorations 
Committee wants to decorate and the Hospitality Committee wants to put a courtesy basket of supplies 
in the room. Remove the “LADIES” sign before the banquet and replace the next morning if allowed. 

• Kits for members of convention: 
o Prepare the delegate kits. The officer and state board will supply the contents. The state board, 

past state presidents, standing committee chairmen and representative of International Chapter 
should receive ALL reports. 

o Finish collating the materials for the members of convention by 4:00 pm the day before the 
opening of convention. Have the kits for the representative of International Chapter, state board, 
and past state presidents available to the Credentials Committee as soon as possible. They will 
distribute them at the pre convention dinner. 

• Distribute nametags at appointed times and places for the following: 
o State Board      Convention kits/Secretary 
o Honored guests     Convention kits/Secretary 
o Past State Presidents    Convention kits/Secretary 
o Delegates      Convention kits/Credentials Committee 
o Chairmen of State Standing Committees Convention kits/Credentials Committee 
o Hostess chapters     Registration table/Visitor Registration Committee 
o Guards, Pages, Tellers   Registration table/Visitor Registration Committee 
o Visitors      Registration table/Visitor Registration Committee 
o BILs*      Registration table/Visitor Registration Committee 
 [*(may be included with the P.E.O.’s tickets/badges)] 

• Prepare a work schedule for all days of convention. Give a copy to the assistant general chairman of 
convention. 

• Set up convention hall: 
o Arrange identification signs for members of convention in convention hall as directed by the 

officer before convention convenes on both mornings. 
o Place name signs of past state presidents and state standing committees on tables as directed 
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by the officer. 
o Place chapter letters on tables in front of each member of convention according to chart 

supplied by the officer. Give your assistant a copy of the seating chart. 
o Place signs with title of office of state board and “Guest of Honor” on table on dais/stage in 

order requested by officer. 
o Place favors on dais and delegate tables in convention hall. 
o Place the question box/basket on table in rear of convention hall near the rear door. 
o When the banquet, luncheons, or reception are held in convention hall, remove all identification 

from the tables and from the tables on dais/stage to be replaced identically for the next meeting 
of convention. The Facilities Committee may help with this task. If identification is not to be used 
again, store away for the new custodian of supplies. 

o Work with the Facilities Committee to set-up and break down the convention hall if needed 
o Inquire where the tellers will count ballots and place the box of tellers’ supplies on a table in the 

room. The officer provides the ballots for the Convention Supplies Committee to place in the 
delegates’ kits. Give leftover ballots to the officer at the close of convention. 

• Place “Welcome P.E.O.s” signs in the lobby and the Hospitality Room sign near the registration table or 
outside the Hospitality Room door. 

• Prepare a basket with hardware and office supplies, available in the storage room for emergency use 
by all committees, eliminating the need to request items from the facility. This should include tape, 
thumbtacks, hammer, scissors, glue, extra pens, etc. 

• Immediately following convention, do a final sweep of convention hall, the registration area and the 
display area to be sure all signs and supplies have been removed for safekeeping. 

• Assure that the new Convention Supplies Committee chairman receives all the supplies at the end of 
convention. Currently, there are 15 boxes and odd-shaped items in inventory. Two vehicles may be 
needed to transport the supplies to storage. 

• Write a final report of your activities including all your expenses. Sign with your name, chapter letter, 
telephone number and email address. Make a total of five (5) copies, one (1) for your successor and 
four (4) for the general chairman to distribute at the changeover meeting. 

• Attend the changeover meeting following convention with the incoming Convention Committee.  Turn 
over written reports and files for two conventions to your successor, and return the convention 
handbook and any materials to be discarded to the coordinator. 
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   DUTIES OF THE DECORATIONS COMMITTEE 
 

The Decorations Committee provides the banner/backdrop for the dais in convention hall, the centerpieces for 
the tables at meals, and any additional ornamentation to make attendees feel the spirit of convention at the 
convention facility.  
 
CHAIRMAN 
READ and refer to these pages during your term as general chairman: Section I, pages 1-5, “General 
Information,” and pages 6-8, “Duties of All Chairmen and Assistants.” 
 
EIGHTEEN MONTHS TO ONE YEAR before convention 

• Decide on decorations. They should reflect your officer’s theme and color choice for convention. 
Consider the time and effort needed to make them. Create attractive centerpieces at a reasonable 
price. Keep in mind that your goal is to sell all centerpieces by the close of convention at a price which 
will cover the cost of making them. 

• Determine the size and style of the centerpieces. They are needed for both luncheons and the banquet. 
You may use the same centerpieces for both days’ luncheons or for all meals, if you wish. Keep in mind 
that tables are crowded with dishes, utensils, glasses and food, so please plan decorations accordingly.  

• Ask the general chairman to inquire what supplies (e.g., mirrors to use under the centerpieces on the 
dining tables, tea lights or large artificial plants for convention hall) are available at no cost from the 
facility. Check to see if the facility allows decorations to be hung on walls or doors. There will be an 
extra charge if the facility installs pipe and drape in order to hang decorations (e.g., the decoration 
behind the dais). If easels will be needed, check costs at the facility. Easels in convention supplies are 
usually needed for project displays and convention signage. 

• Generate ideas for decorations at the fall meeting of the Committee (19-20 months prior to convention). 
Present sample decorations at the meeting of the Committee 14-15 months prior to convention for 
approval and possible assistance from other chapters or suggestions for sources to purchase materials.  

• Assist the Hospitality Committee on signs or place cards and decorations for the Hospitality Room, if 
desired. 

• Depending on the amount in the convention checking account, you may need to incur the expense of 
decorations’ supplies and then request reimbursement from the Finance chairman once the money has 
been received from the state treasurer in March (1-2 months before convention). It is strongly 
suggested that all expenses and income run through the convention account. No hostess chapter shall 
profit from the sale of items at convention. PLEASE NOTE: New Jersey State Chapter is a nonprofit, 
tax-exempt entity under Section 501(c)(4) of the tax code of the United States. Accordingly, we do not 
pay federal or state tax on income. However, we must pay sales tax on all purchases including those 
made for convention. 
 

YEAR OF CONVENTION 
• If a Committee meeting is scheduled following the changeover meeting, present ideas for decorations 

for final approval by the entire Committee, so that you can work on decorations during the summer. The 
last opportunity to have decorations approved is the fall meeting before convention. 

• Ask the Facilities Committee chairman to include information concerning the time your committee will 
need to decorate and dismantle the luncheon and banquet tables and convention hall in her request to 
the facility. Complete an Equipment and Materials Request Form when requested by the Facilities 
Committee including easels, tables in the onsite storeroom and carts to move supplies from the 
storeroom to the meal room. 

• Decorations for convention hall may include: 
o Skirts for tables on the dais. The general chairman will check with the facility to see what colors 
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are available.  
o One large banner or other decoration on the wall behind the dais that reflects the officer’s 

theme. During the tour of the facility, determine the size of the banner needed, allowing for the 
height of the riser and tables on the riser.  Check with the general chairman to see how the 
facility recommends hanging it. It may be necessary to stitch a pocket on the back with a rod run 
through it or to Velcro it to a board, so that it can be hung from the ceiling with fishing line.  In 
advance, request assistance to hang the banner from the facility staff. The banner is hung either 
the evening before convention or early in the morning of the day convention convenes.  In 
advance, request assistance to remove the banner immediately after convention from the facility 
staff. The banner may be given to your officer. 

o Other decorations may be added if the room warrants it. 
• Luncheon centerpieces 

o Prepare centerpieces for all tables (from 25 to 40). The same decorations may be used both 
days. An accurate count can be determined once meal reservations are received. 

o Bring centerpieces to the facility ready for placement on tables. A room to store centerpieces 
will be included in the contract with the facility. If you will need extra space and tables to 
assemble centerpieces at the facility, request it in advance from the Facilities Committee. 

o Remind the general chairman to announce the procedure for purchasing decorations before the 
luncheons and the banquet and at the end of both afternoon sessions. If centerpieces will be 
used both days, remind people that their purchases must remain through the second luncheon. 

o Place an envelope on dining tables with each centerpiece. The envelope should have 
information on the outside giving instructions for payment. 

o Following luncheons and at the end of convention, collect all centerpieces to display for sale. 
Return permanent items obtained from the Convention Supplies Committee to them for storage. 
Items not collected after meals and immediately following the closing of conventions are 
discarded by the facility staff. 

o Consider how centerpieces will be carried home. If boxes are needed, allow space for storage. 
• Banquet Centerpieces 

o Centerpieces for all tables (approximately 25 to 32) and a head table if there is one. If using 
mirrors or votive candles, request them on the Facilities Equipment and Materials Request 
Form.  

o Place an envelope on dining tables with each centerpiece. The envelope should have 
information on the outside giving instructions for payment. 

o Following the banquet, collect all centerpieces to display for sale. Return permanent items 
obtained from the Convention Supplies Committee to them for storage. Items not collected after  
meals are discarded by the facility staff. 

• Table Linens 
o Ask the general chairman to find out what colors are available without additional charge. The 

facility usually offers two color options. Request table linens on the Facilities Equipment and 
Materials Request Form. 

• Ladies’ Lounge 
o Placing decorations in the ladies’ lounge(s) is optional and will depend on the facility. The 

addition of floral baskets to make these areas more welcoming has been done in the past, 
especially if the men’s room is labeled temporarily for use by women. Hospitality may also 
provide courtesy baskets of emergency supplies for the lounge(s). Discuss this with the general 
chairman. 

• Registration Table 
o Decorations are optional. Ask the size of the registration table(s) to see if there is room for 

decorations. 
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• Table Numbers 
o Request table numbers on the Facilities Equipment and Materials Request Form. Table 

numbers are required for assigned seating at the banquet. If they are not provided by the 
facility, the Convention Supplies Committee, the Hospitality Committee or the Decorations 
Committee must make them. 

• Prepare a work schedule for all days of convention. Give a copy to the assistant general chairman. 
• Write a final report of your activities including all your expenses. You may wish to include photos. Sign 

with your name, chapter letter, telephone number and email address. Make a total of five (5) copies,one 
(1) for your successor and four (4) for the general chairman to distribute at the changeover meeting. 

• Attend the changeover meeting following convention with the incoming Convention Committee.  Turn 
over written reports and files for two conventions to your successor, and return the convention 
handbook and any materials to be discarded to the coordinator. 
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DUTIES OF THE ENTERTAINMENT COMMITTEE 
 

The Entertainment Committee arranges for the entertainment and printed program at the banquet. 
 
CHAIRMAN 
READ and refer to these pages during your term as general chairman: Section I, pages 1-5, “General 
Information,” and pages 6-8, “Duties of All Chairmen and Assistants.” 
 
YEAR OF CONVENTION 
Duties: 

• Consult with officer regarding program and entertainment desired for the banquet. Discuss possibilities 
and costs with Committee. Keep general chairman informed of all arrangements. Ask officer if she 
wants other entertainment that you will help arrange, such as pre convention music in the Hospitality 
Room or during the reception before the banquet. 

• Contact and make arrangements with the entertainment regarding: 
o Type of performance  
o Fee (check convention budget)  
o Length of performance – approximately 1⁄2 to 3⁄4 hour for banquet  
o Special equipment – if needed or if provided  
o Changing room – if needed  
o Time of arrival – check with Committee to see if meal(s) will be provided. When the 

entertainment is performing at no cost, meal(s) should be offered. Other special arrangements 
such as travel expenses or lodging must have the approval of the officer and the Committee and 
be included in the budget. 

• Consult with officer regarding the sale of the performer’s merchandise (e.g., CDs) at the banquet.  
• Prepare (if necessary) and sign the contract with the performer after consulting with the officer.  
• Confer with officer in January concerning her wishes regarding the printed banquet program and its 

cover. Ask the officer for the names of participants to be listed in the printed program:  
o Presiding (general chairman or other) 
o Invocation - Introductions (officer) 
o Greetings to BILs (representative of International Chapter)  
o Greetings to P.E.O.s (officer’s BIL, family member or other) 
o Entertainment 
o Closing (general chairman or other) 

• Design the banquet program in consultation with Decorations Committee. Determine the number 
needed. It may not be necessary to have one per person; perhaps two-three per table are adequate.  
When banquet program is ready to be printed, send a copy to the officer and the general chairman for 
approval. Consult with the general chairman to decide who will have the banquet program printed. 
Retain five (5) copies of the banquet program to attach to your final report.  

• Extend invitation to participating individuals listed above at the request of the officer.  
• Place the printed programs on the tables prior to the banquet.  
• Secure the bill for the entertainment in advance. Arrange for a check to be prepared by the Finance 

chairman and make payment at the close of the banquet. 
• Complete the Equipment and Materials Request Form to inform the Facilities Committee of any special 

requests for the entertainment (e.g., dressing/practice rooms, special equipment, risers).  
• Assist the Hospitality Committee with hostess duties before and during the banquet.  
• Write a final report of your activities including all your expenses. Sign with your name, chapter letter, 

telephone number and email address. Make a total of five (5) copies, one (1) for your successor and 
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four (4) for the general chairman to distribute at the changeover meeting. 
• Attend the changeover meeting following convention with the incoming Convention Committee. Turn 

over written reports and files for two conventions to your successor, and return the convention 
handbook and any materials to be discarded to the coordinator. 
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DUTIES OF THE FACILITIES COMMITTEE 
 

The Facilities Committee is responsible for the physical set up at the convention facility, including meeting 
rooms, sleeping rooms, and display areas. 
 
CHAIRMAN  
READ and refer to these pages during your term as general chairman: Section I, pages 1-5, “General 
Information,” and pages 6-8, “Duties of All Chairmen and Assistants.” 
 
Duties: 

• Familiarize yourself with the rooms and dedicated spaces included in the contract with the facility. 
• Verify requests for specific equipment and the numbers needed after the Equipment and Materials  
• Request Forms are returned to you.  
• Prepare and distribute the Equipment and Materials Request Forms.  
• Work with officers, standing committees, Convention Committee and the event manager to plan the 

necessary layouts and equipment for convention within the budget.  
• Be present during the entire convention to assure that the physical set up is correct and deal with 

problems. The majority of the committee’s work takes place from January (the year of convention) 
through convention.  

 
Public Rooms/Areas  

• Convention hall 
o Dais/stage 

• Table and chairs to seat six people (state board and representative of 
International Chapter)  

• Podium microphone 
• Two chairs for pages – one on either side of dais 
• Water and glasses on table  

o Convention floor 
• Check with your officer regarding assigned seating for chapter delegates. Past 

state presidents sit in the first rows of center sections. Confirm assigned seating 
for state committee chairmen. NOTE: Pages and guards will need a copy of 
seating assignment. 

• Table and three chairs in front row for Committee on Minutes 
• Two podium microphones – one on each side of the dais/stage  
• American, Canadian, and New Jersey flags up front (stands, poles and flags are 

in   convention supplies)  
• Piano or keyboard near dais/stage. If the hotel does not provide/have a piano, 

the general chairman or the Facilities Committee chairman must arrange the 
rental and  tuning (if applicable) of one for the days of convention unless other 
plans have been made. 

• Two sections of classroom-style seating (tables and chairs) in center with center 
aisle for members of convention with water and glasses. On either side, a section 
of theater-style seating for visitors. 

• Three chairs inside convention hall at entry doors for guards (number depends 
on how many of each the officer has selected). 

• Two chairs in front row of visitors section for floor pages 
• One table in rear for question box/basket 
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• At least one table for water station 
• Dining rooms 

o Pre convention dinner for state board and past state presidents 
o Two luncheons, one each day of convention 
o Pre banquet reception – cash bar set-ups and/or punch set-up, if needed  
o Banquet  

• Registration areas 
o One long table with two chairs for Credentials Committee for registration of members of 

convention, possibly including a small table for kits for members of convention  
o One or two long tables with two-four chairs for Visitor Registration Committee for registration 

of visitors  
o One table with two chairs for Finance Committee chairman and assistant chairman  
o Two small tables and chairs in a secluded area for “Special Work,” if president decides to 

take it  
o Bulletin board for messages and Lost and Found 
o Table for sale of decorations (possibly use Credentials table or Visitor Registration table 

when they are no longer in use)  
• Projects display room or area(s) 

o Tables and/or easels will be needed for the project and state committee displays (includes 
Daisy Board and president’s scrapbooks from Publicity Committee, yearbook display from 
Membership Committee and audit from the Auditing Committee) 

o Tables for the display and ordering of chapter fund-raising projects  
• Tellers’ room - a room or private area for counting ballots, close to Convention Hall.  
• Hospitality Room - location near Convention Hall for beverages on either or both days of convention  

o Confer with Hospitality Committee chairman.  
o Plan: 

§ A meeting place with round tables and chairs for attendees to congregate  
§ Ample extra chairs  
§ Location of beverage set-ups 

• Storage/work room(s) for Decorations and Convention Supplies Committees  
• Ladies’ lounge(s) - Inquire as to the possible use of men’s room during peak times.  
• Time of Remembrance, if not being held in Convention Hall - Check with secretary for location of 

service and set-up.  
• Rehearsal space for hostess chapters presenting the invention to convention and for the chapter doing 

the invitation to the president’s tea  
• Workshop rooms - Check with state officers and/or workshop leaders.  
• Meeting room for board meetings before and after convention 
 

Sleeping Rooms 
NJ P.E.O. will reserve a block of hotel rooms as stated in the contract.  Some reservations will be for one night, 
some for two or more.  

• President’s suite – three nights (State chapter pays total room fee, although the suite is often 
complimentary per the contract with the facility.)  

• State board –three nights (State chapter pays for three nights.)  Board members room together and 
change roommates if BILs are staying over after the banquet. Check reservation tally with Finance 
chairman to verify rooming arrangements. This change of roommates often causes confusion for the 
convention facility, so check with event manager to see what format to use for the room reservations. 
Board members should be housed on the same floor as the officer is, in adjacent rooms if possible.  
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• Representative of International Chapter – three or four nights (pays her own bill)  
• Members of convention (past state presidents, standing committee chairmen. delegates) and visitors. 

The contract with the convention facility will usually stipulate complimentary rooms based on the 
number of rooms sold (e.g., one complimentary room for every 50 sold). The disposition of these rooms 
is up to the officer. Frequently, the general chairman and her assistant and the Finance chairman and 
her assistant are given these rooms. On other occasions, the complimentary rooms have been 
deducted from the total hotel bill, with the Committee rather than any members having the benefit of 
them.  

 
Room Reservations  

• Confer with the general chairman on deadline for reservation of rooms. This information is included in 
the contract. Be sure enough rooms are reserved by the given deadline.  

• If needed, confer with the Finance chairman on the room and meal reservation form which is included 
in the general chairman’s letter of invitation to convention.  

• The Finance chairman and assistant chairman make the room reservations with the facility and provide 
the facility with the room reservation spreadsheet. 

Equipment and Materials Request Form  
• Generate an Equipment and Materials Request Form for members involved in convention (see 

Appendix 8 and files for sample forms). Include a deadline for the end of March. Review the form with 
the Committee at the meeting in January. The general chairman will submit the form to the state board 
for approval before distribution. 

• Once approved, distribute the form, using email.  
Distribution List (there is some overlap): 
 • State Chapter Officers 

o State president (*board room, *convention proceedings, *reception, *banquet)  
o All state board officers 

 • Standing Committee Chairmen  
o Cottey College 
o P.E.O. Educational Loan Fund  
o P.E.O. International Peace Scholarship Fund 
o P.E.O. Program for Continuing Education  
o P.E.O. Scholar Awards 
o P.E.O. Star Scholarship   
o NJ CARES 
o Credentials Committee  
o History (including Rose Shelly Plate display) 
o Membership  
o Publicity  
o Other (ask officer if there will be any other displays) 

 • Convention Committee Chairmen  
o General chairman (display area, registration, Special Work, and luncheons) 
o Assistant general chairman  
o Convention Supplies  
o Decorations  
o *Entertainment (banquet and other)  
o Finance (information and audit)  
o *Hospitality 
o Secretary (for final form to be included in minutes) 
o Visitor Registration (guests at Time of Remembrance and Educational Hour, 
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P.E.O. visitors, BILs)  
o General chairman of convention for the first vice president (for invitation to the 

following year’s convention) 
o President of vice president’s local chapter (for invitation to the President’s Tea) 
o AV tech chairman 

 • Chapters with fund-raising projects which wish to take orders at convention  
• Be sure you hear from the appropriate state officer or committee chairman regarding: 

§ Convention chorus (president)  
§ Daisy Board (Publicity Committee)  
§ Delegate registration (state secretary/Credentials Committee)  
§ Educational Hour (vice president) 
§ Invitation to Convention (all hostess chapters for the next year’s convention)  
§ Invitation to President’s Tea (president of vice president’s local chapter)  
§ *Past state presidents/board dinner (vice president) 
§ Period of Instruction (organizer)  
§ Special Work (president)  
§ Sponsors of convention (president)  
§ State president’s scrapbooks (Publicity Committee - if not, ask officer who is doing 

scrapbooks)  
§ Time of Remembrance (secretary)  
§ Golden Girls Tribute (treasurer)  
§ Workshop presenters (one form to each)  
§ Yearbook display (Membership Committee) 
 
 [*Indicates individuals and committees that should receive a floor plan for their 
respective area. They should draw the preferred layout for their event(s).] 

 
Timetable  

• January  
o Create an Equipment and Materials Request Form for review by Committee and approval by board.  
 

• January/early February  
o Distribute the Equipment and Materials Request Form.  

 
• March/April  

o Create a master spreadsheet. 
o Collect and compile the request forms.  
o Clear requests with the general chairman, especially for any unusual or costly items. 

 
• Early April  

o Before the April Committee meeting, ask the Decorations Committee chairman what is needed to 
attach or place decorations and how much time is needed to decorate and dismantle the table 
decorations for each meal. One room may need to serve multiple purposes, so timing and help are 
important. 

o Finalize the master request spreadsheet and give two copies of this list to the general chairman 
with the master floor plan(s). She will relay all requests to the facility approximately two weeks 
before convention, perhaps at a meeting with the event manager which you should attend. Keep a 
copy for your use. 

o Give a final copy to the Convention Supplies Committee chairman a few weeks in advance so she 
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may collect any items from supplies, such as extension cords and easels. 
 
Floor Plans  

• Send floor plans to the individuals and committees specified above to draw the layout of the areas for 
their event.  

• Prior to convention, compile the floor plans and create a master floor plan. Make room diagrams for 
registration area and convention hall for each day, including banquet, Time of Remembrance and 
Educational Hour.  

• Make two copies for the general chairman – one for her and one to give to the facility. Keep a copy for 
your use. 

 
AV and Sound Equipment 

• AV and sound equipment may be contracted from outside the facility. A channel mixer is needed for 
microphones and music. Check cost. Usually, the four-channel mixer is a better price than a 12-channel 
mixer, so be sure of convention needs. If possible, develop a working relationship with the AV 
technician. Outline the type of microphones needed and when and where they are needed. Generally, 
the AV staff prefers to move all AV equipment. 

• Determine what type of microphone is needed for a specific event (table-top lectern with microphone on 
the dais, podium microphones on convention floor and in workshop rooms, floor microphones, lavaliere 
microphone for speaker(s), boom microphone on a swing-arm for entertainers). Determine the cost. 
Generally, the wireless microphones cost the most. 

• Arrange for computer equipment and screens for Power-Point® or Keynote® presentations. Verify that 
attendees will be able to see the presentations. 

• Arrange for the dimming of lights for the Time of Remembrance and Power-Point® or Keynote® 
presentations. The technician may need to program the schedule in advance or may train you to do it. 

• Be sure to tape extension cords down to the floor securely with duct tape. Request adaptors to convert 
two-prong to three-prong plugs in advance from Convention Supplies. 

 
Water Stations 

• Request water stations at the rear of convention hall and in the area for the workers at the registration 
tables and the Hospitality Room. 

 
Work Schedule 

• Make a work schedule for all days of convention. Give a copy to the assistant general chairman. 
 
Convention 

• Arrive Thursday. Check the room set-up for the past state presidents/board dinner. Distribute 
nameplates for display tables and check all room set-ups. Be present throughout convention to guide 
the facility staff in setup and make last minute changes if necessary. Answer questions and respond to 
the needs of convention attendees. 

• Check temperature and ventilation before and during each meeting and the banquet. Check with the 
facility on how to regulate it, or ask to have the thermostat in convention hall set ahead of time to a 
moderate temperature. Be aware that large rooms such as convention hall need some time to cool 
down or warm up.  Remember you can’t please everyone. 

• Think a step or two ahead of convention events. Check the set-up of meeting and dining rooms before 
they are needed in case the facility staff needs to make an adjustment. They cannot always react 
immediately. Check with the facility staff on how to dim lights just prior to and during the Time of 
Remembrance and computer presentations, if needed. Or request they do it in advance. Check 
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microphones before each session to assure that they are working. 
• Work with the Convention Supplies Committee to set up and break down the convention hall as 

needed. When the banquet, luncheons, or reception is held in convention hall, help the Convention 
Supplies Committee to remove all identification from the tables both on the floor of convention and from 
the tables on the dais/stage. It will need to be replaced identically for the next meeting of convention. 

• Stop all unnecessary noise outside convention hall when convention is in progress and during the Time 
of Remembrance. Signs requesting quiet are available from Convention Supplies. Ushers for the Time 
of Remembrance may carry these signs or they can be posted outside of the room used for this event. 

• Check restrooms from time to time to see if they need attention.  Notify hotel staff as needed. 
• Assure that you know how to reach your convention facility contact when you need assistance. Save 

phone numbers on your cell phone prior to the start of convention.  
• Check all areas to collect items left behind at the end of convention. Facility staff will immediately 

discard anything left in public areas. Be the last person to leave so that you can collect forgotten items. 
• Write a final report of your activities including all your expenses. Sign with your name, chapter letter, 

telephone number and email address. Make a total of five copies, one for your successor and four for 
the general chairman to distribute at the changeover meeting. 

• Attend the changeover meeting following convention with the incoming Convention Committee. Turn 
over written reports and files for two conventions to your successor, and return the convention 
handbook and any materials to be discarded to the coordinator. 
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DUTIES OF THE HOSPITALITY COMMITTEE 
 

The Hospitality Committee is responsible for making everyone feel welcome. 
 
CHAIRMAN 
READ and refer to these pages during your term as general chairman: Section I, pages 1-5, “General 
Information,” and pages 6-8, “Duties of All Chairmen and Assistants.” 
 
Duties: 

• Make the arrangements for the Hospitality Room. 
• Staff the Hospitality Room. 
• Provide greeters in the lobby. 
• Arrange for menus, reserved tables and seating at meals. 
• Check meal tickets/name badges. 
• Provide courtesy baskets for convention V.I.P.s. 
• Provide transportation for the representative of International Chapter between the airport and 

convention. 
 
All committee members greet guests and answer questions during registration; before, during and after 
convention meetings; and before, during and after meals. They should know the location of the following: 

• Lobby, coffee shop/restaurant and dining rooms 
• Officer’s suite 
• Ladies’ lounges 
• Hospitality Room, with hours  
• Workshop rooms  
• Location of courtesy baskets, if any  
• Location of message board with the Lost and Found 

If possible, get a master list of room assignments from the facility, which is often needed to locate someone. 
The facility will not usually share this information on an individual basis. 
 
Greeters – one or two 

• Welcome P.E.O.s and other attendees in the lobby as they arrive for convention. 
• Direct people to the front desk, the registration table, the Hospitality Room, and answer questions. 
• Check with the Convention Supplies Committee for the “Welcome P.E.O.s” sign. 
• Typical schedule: 

o 7:00 - 10:00 p.m. the evening prior to convention, 
o 7:00 -11:00 a.m. the first and second days of convention 
o Prior to the pre banquet reception and banquet 

• Direct visitors who have come for the Time of Remembrance or the Educational Hour to the area that 
has been designated for them to congregate. Station a greeter at one of the doors to the room where 
the service is held to direct late-comers so that only one door is used once the service begins. This duty 
may be assigned to one of the ushers. Consult the secretary who is the officer in charge of the Time of 
Remembrance. 

 
Hospitality Room 

• Hours 
o Determine the hours of operation for the Hospitality Room with your officer and Committee. 
o Make a work schedule. Typically the room is open 7:00-10:00 p.m. the evening prior to 
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convention, 7:00-9:00 a.m. during the two days of convention and 3:00-5:00 p.m. the first day of 
convention. Depending on the convention schedule, the Hospitality Room may be open to 
receive guests arriving for the Time of Remembrance. 

o Check with the Convention Supplies chairman to see if a “Welcome” sign is available to place 
outside the door. Post signs with hours of operation outside the Hospitality Room and near the 
registration table. The Convention Supplies Committee has signs and makes new ones when 
asked. 

• Food and beverages 
o Food and beverages are part of the contract with the facility. Light breakfast food and afternoon 

snacks may be purchased from the facility for the Hospitality Room for both days of convention. 
Food is a Committee decision and should be considered when the preliminary budget is generated. 
The general chairman will order food and beverages from the facility or authorize the Hospitality 
Committee chairman to do so. Consult reports from previous conventions for types and amounts of 
food and beverages. 

• Decorations 
o Decorations may include tablecloth overlays for small round tables, aprons, or any other 

decorations around the room that carry out the theme of convention. Centerpieces are not 
necessary for small round tables. Check with the general chairman before attaching anything to 
walls. Consult the  Decorations Committee chairman to coordinate decorations or to see if they have 
a source for supplies. 

• Equipment 
o Use the Equipment and Materials Request Form to request small round tables and chairs, long 

serving tables, waste baskets and extra chairs to accommodate the maximum seating allowed for 
the Hospitality Room, especially if there will be entertainment in the room on the evening preceding 
convention. 

o Allow room for people to move comfortably around the room. The facility may have guidelines for 
the room set-up. 

o Request tablecloths from the facility. Paper napkins coordinating with the theme may be used. 
 
Menu Selection 

• The Hospitality Committee chairman may be included in the meeting with the general chairman, officer, 
vice president and event manager when menu selections are made. Verify food and beverage needs 
for the Hospitality Room. 

• Menu selections will be made for: 
o Luncheon on both days of convention 
o Banquet on the first evening of convention 
o Arrange for cash bar before and during the banquet. 

• Dinner the night before convention is sometimes arranged for convention workers at their expense. 
• The vice president arranges dinner for the state board and past state presidents on the evening before 

convention, at their expense. 
 
Lunch and Banquet Reservations 

• Attendees make meal reservations on the registration forms generated by the Finance chairman. The 
Hospitality Committee chairman or the general chairman informs the Finance chairman of costs and 
food choices (if available). 

• The registration form contains a place for dietary restrictions. Discuss with the general chairman how 
dietary requests will be reported to the facility. (See Appendix 7 for sample forms.) 

• Take requests from members and committees for reserved tables for the meals and make the signs 
needed for these tables. 
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Representative of International Chapter 

• Arrange transportation to and from the point of arrival for the representative of International Chapter.  
• Check with your officer or the general chairman to determine the representative’s schedule. A member 

of the Hospitality Committee may transport her or make other arrangements. One of the state officers 
or a PSP may assist. 

• The officer may ask one of the state officers or a page to escort the representative to meetings and 
meals. 

 
Courtesy Baskets 

• You may prepare baskets for NJ P.E.O.s serving on International Chapter boards or committees who 
are considered honored members of convention. Check with your officer and the general chairman as 
to who should receive baskets. 

• If desired, prepare courtesy baskets with emergency supplies for the Hospitality Room, the  registration 
table, and the ladies’ lounge near convention hall (optional). These contain thread and needles, pins, 
tissues, Scotch tape, aspirin, etc. 

• The Convention Supplies Committee will provide a basket with office supplies in the storage room for 
use by the entire Committee. 

 
Name badges: 

• The Hospitality Committee will distribute the pre-printed nametags from the Finance Chair at the 
appointed times and places: 

o State Board     Convention Kits 
o Honored Guest    Convention Kits 
o Past State Presidents    Convention Kits 
o Delegates     Convention Kits/Credentials Committee 
o Chairman of State Standing Committees Convention Kits/Credentials Committee 
o Hostess Chapters    Registration Table/Visitor Registration Committee 
o Guards, Pages, Tellers   Registration Table/Visitor Registration Committee 
o Visitors     Registration Table/Visitor Registration Committee 
o BILS*      Registration Table/Visitor Registration Committee 

• Check name badges at the door to the dining rooms 
[*May be included with the P.E.O.s ticket/name badges] 

 
Hosting at Luncheons 

• Multiple rooms may be used for luncheons. You may group reserved tables in one room, if desired. 
Assure that all Hospitality Committee members are aware of reserved seating in order to direct guests 
to the appropriate tables. 

• Give instructions to attendees for buffet or luncheon service if necessary. 
• Attend doors to dining rooms to verify meal vouchers.  
• Help guests find special reserved tables. Make the signs for the reserved tables. 
• Circulate among tables to find empty seats. There are signs in convention supplies for use by the 

Hospitality Committee members to signal the number of empty seats at tables. Try to seat people with 
physical challenges near the doors. 

 
Reserved Seating at Luncheons 

• Project chairmen and speakers for the Educational Hour, chapters with guests for the Time of 
Remembrance, Golden Girls and guests, the officer’s chapter for both luncheons (ask her) and other 
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guests will request reserved tables for luncheons. Ask the vice president if she would like tables 
reserved for her chapter members and any special guests on the second day of convention. Also, the 
chapters issuing the invitation to next year’s convention may be rehearsing and would like a table or 
two held for them on the second day of convention.  Signage is available in convention supplies to 
reserve tables. 

 
Banquet Seating 

• Organize assigned seating in order to avoid the rush to find a seat.  One month prior to convention, 
work with the master spreadsheet to sort and assign tables.  Coordinate planned seating with the 
officer and the Finance chairman.  When possible, seat members of the same chapter together. If a 
head table is used, the officer will provide a seating chart for it. 

• After the seating chart has been prepared, return the master spreadsheet with the table assignments to 
the Finance Chair for printing on the name badges.   

• Using the master spreadsheet with the assigned seats noted, print place cards and put them in 
alphabetical order on a table near the banquet hall entrance. Place cards are the responsibility of the 
Hospitality Committee. 

• Complete the Equipment and Materials Request Form to request table numbers from the facility.  Make 
table number signs if the facility does not provide them. 

 
Miscellaneous 

• Prepare a work schedule for all days of convention. Give a copy to the assistant general chairman. 
• Write a final report of your activities including all your expenses. Please include a sample name badge. 

Sign with your name, chapter letter, telephone number and email address. Make a total of five (5) 
copies, one (1) for your successor and four (4) for the general chairman to distribute at the changeover 
meeting. 

• Attend the changeover meeting following convention with the incoming Convention Committee.  Turn 
over written reports and files for two conventions to your successor, and return the convention 
handbook and any materials to be discarded to the coordinator 
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DUTIES OF THE VISITOR REGISTRATION COMMITTEE 
 

The Visitor Registration Committee is responsible for registering visitors and BILs. A “visitor” is anyone who is 
not a “member of convention.” The members of convention (the state board, representative of International 
Chapter, past state presidents, standing committee chairmen, and local chapter delegates) register with the 
Credentials Committee. 
 
The state treasurer supervises the Visitor Registration Committee and provides the forms needed for visitor 
registration. 
 
CHAIRMAN 
READ and refer to these pages during your term as general chairman: Section I, pages 1-5, “General 
Information,” and pages 6-8, “Duties of All Chairmen and Assistants.” 
 
Committee operations 

• Enlist as many members of your chapter as possible to serve on the Visitor Registration Committee. 
Appoint one member as assistant chairman. The registration table is open for two hours in the evening 
before convention, 12 hours on the first day of convention, and seven hours on the second day of 
convention. 

    Day         Hours of Operation                   Peak Hours 
 

Thursday 7:00 – 9:00 p.m. 7:00 – 9:00 p.m. 
 

Friday 7:00 a.m. – 7:00 p.m. 7:00 – 9:00 a.m. and 4:00 – 7:00 p.m. 

Saturday 7:00 a.m. – 2:00 p.m. 7:00 a.m. – 12:00 noon  
 

• Assign three or four people to work during peak hours. You may ask for help from other hostess 
chapters, if needed. A work schedule is absolutely necessary. Having a large committee working short 
schedules gives members a break and allows everyone to enjoy convention. 

• Educate everyone working at registration desk about convention procedures and the convention facility, 
since they will act as the “information desk.” Committee members should know the location of: 

o Lobby, coffee shop/restaurant and dining rooms  
o Officer’s suite  
o Ladies’ lounges  
o Hospitality Room, with hours  
o Workshop rooms  
o Location of courtesy baskets, if any 
o Location of message board with the Lost and Found 

Supplies needed: 
• Long table and chairs (request from Facilities Committee on the Equipment and Materials Request 

Form) 
• Registration forms (request from the state secretary) 
• Signs for the registration table (request from the Convention Supplies Committee) 

o “NON-DELEGATE REGISTRATION” 
o “BILs AND GUESTS” 
o “PLEASE RETURN YOUR NAMETAG HOLDERS” (post by exit from convention hall) 

• New and working ballpoint pens (three – four) and a pencil with an eraser 
• Visitor name badges in alphabetical order (obtain from the Supplies Committee).  
• Extra badge holders and name badges for visitors (obtain from Supplies Committee) 
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• Convention programs for each visitor (obtain from officer) 
• Out-of-state visitor information form and visitor report form (request from the state treasurer) 
• Message board with space for Lost and Found (set up by Supplies Committee) 

 
Registration operations 

• Have three or four committee members at registration table during peak hours to: 
o Check names off the master registration list (generated by the Finance chairman) to keep track 

of those present at convention. 
o Ask out-of-state visitors if they have a special relationship to someone at convention.  Record 

this information for the introduction of out-of-state visitors by the state president. 
o Assist in signing registration book. Use more than one page at a time but do not number until 

the page is full. Be sure to mark the page at the end or the beginning of a new meeting so an 
accurate count of new visitors can be reported to convention. 

o Give visitors their preprinted name badges. If one has not been prepared for someone or the 
badge is incorrect, prepare a new one and insert it in a holder as the visitor registers. 

o Give visitor her convention program after she has registered.   
• Have two members at the registration table at all other times, including luncheons, the Time of 

Remembrance and Educational Hour. Staffing is not necessary during the banquet. 
• Guests attending meals before or after Time of Remembrance, Educational Hour and Golden Girl 

recognition are required to have name badges.  
• Visitors, pages, guards and tellers register only once even though they are present both days. 
• Forms for registering BILs and non-P.E.O. guests are optional. Check with the officer, in advance, to 

see if she wants this information. Check with the secretary to see if she wants a list of guests attending 
the Time of Remembrance. Use a separate visitor registration form to keep track of these totals. 

• BILs will pick up name badges at the registration table. Record the name badges that were picked up     
for them by P.E.O.s to avoid confusion.  

• The Finance chairman and/or her assistant will be available at registration to answer questions and 
handle the resale of meal tickets. 

 
Credentials Committee Information 

• Two members chosen by the Treasurer will form the Credentials Committee.  It is the responsibility of 
the Credentials Committee to register all delegates of convention.  Two delegates from each local 
chapter, all standing committee members, and all Past State Presidents compromise the delegates of 
convention. 

• Visitor Registration and Credentials Committee registration are stationed side by side.  Delegate kits 
are handed out by Credentials Committee.  Visitor Registration hands out name badges and convention 
programs to visitors. 

• Late Registration of Delegates of Convention is a Credentials Committee responsibility.  If all delegates 
and past state presidents have not registered before the opening of convention, the Credentials 
chairman may leave the delegates’ registration book at the registration table. 

• If a delegate or past state president arrives late, summon the Credentials chairman by asking a guard. 
• If all delegates are not registered by the opening of convention, an alternate with proper credentials 

may fill the empty seat. However, once a delegate is seated, another cannot take her place. 
 
Convention Reports 

• Report of Visitor Registration 
o The state secretary supplies the forms (attached as Appendix 10). As chairman, you prepare 

the form in duplicate: a copy for the officer and one copy for your files. You may read the report 
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to convention at the discretion of the officer. Refer to the convention program or ask the general 
chairman when the report is scheduled. 

o The report includes the following: 
• Number of NJ visitors 
• Number of out-of-state visitors 
• Out-of-state visitors by name, chapter letter, city and state, as well as any special 

relationship to NJ member or title of out-of-state officer. Obtain this information from  each 
visitor as she registers and write it on the report form (see Appendix 10). The officer may 
want to introduce the out-of-state visitors herself. Check with her before convention. 

o On subsequent reports, give totals of NEW NJ and out-of-state visitors and then the total    
number of NJ and out-of-state visitors. 

o All out-of-state and special visitors are to be recognized the second day even if they have  
already been introduced. (On the second day, be sure the officer has the list from the first day 
as well as the new list.) 

o The Credentials Committee Chairman reports to convention regarding delegates. 
• Write a final report of your activities including all your expenses. Sign with your name, chapter letter, 

telephone number and email address. Make a total of five copies, one for your successor and four for 
the general chairman to distribute at the changeover meeting. 

• Attend the changeover meeting following convention with the incoming Convention Committee.  Turn 
over written reports and files for two conventions to your successor, and return the convention 
handbook and any materials to be discarded to the coordinator. 
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CONVENTION COORDINATOR 
 

PURPOSE 
The convention coordinator shall, in the three years prior to convention, advise the officers of the NJ State 
Chapter and their respective hostess chapters in the planning for and running of the annual convention of NJ 
State Chapter. The coordinator will offer guidance in matters concerning the physical, financial, and hospitality 
arrangements of each officer’s convention. 
 
ELIGIBILITY 
The convention coordinator shall be appointed by the NJ State Chapter Executive Board. She shall have 
served as president of NJ State Chapter or as general chairman of a Convention of NJ State Chapter. 
 
TERM OF SERVICE 
The convention coordinator shall serve for a minimum term of three years. With her consent, she may be 
reappointed at the discretion of the NJ State Chapter Executive Board. 
 
Her successor shall be appointed one year prior to the expiration of the present coordinator’s term of service. 
Her successor shall serve as assistant convention coordinator during this year in order to effect a smooth 
transition. 
 
EXPENSES 
The convention coordinator’s expenses shall be covered by the state chapter and shall appear in the annual 
budget of the NJ State Chapter. The coordinator shall submit her bills for the preceding year to the NJ State 
Chapter Treasurer for reimbursement before convention in May. This will include all necessary phone calls, 
postage, copying, and mileage and tolls to meetings of the convention committee(s) and visits with the officer 
and/or convention committee member to investigate prospective sites. 
 
 
DUTIES 
The convention coordinator shall serve as adviser to the organizer, vice president, and president of the NJ 
State Chapter and their respective convention committees in matters of convention planning. 
She shall: 

• visit prospective convention sites with officer and/or her general chairman of convention; 

• assist in negotiating with convention facilities; 

• arrange for and conduct meeting at state chapter convention with the organizer and her respective 

hostess chapters to discuss site selection, finances and duties of committees; 

• arrange for and conduct meeting at state chapter convention; prepare and distribute preliminary 

planning folders to hostess chapters and the convention treasurer with information pertaining to 

finances, site selection, duties of committees and a three-year meeting schedule; 

• attend local chapter meetings of hostess chapters when invited to discuss matters concerning 

convention; 

• attend meetings of the organizer, vice president, and president with their respective hostess 

committees; 

• confirm with vice president’s general chairman that the presentation and the printed invitation to 

convention are being prepared; 
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• attend the changeover meeting of outgoing and incoming convention committees following convention 
and overseeing distribution of the four copies of the convention reports  

• collect convention handbooks at the changeover meeting; 

• update handbooks when necessary with the assistance and/or approval of the NJ State Chapter 

Executive Board and forward to the web site coordinator for posting on the site; 

• keep files from a minimum of seven conventions, and from at least one convention held at another 

venue such as conference centers; 

• train the assistant convention coordinator for one year prior to completing term.  The assistant 

convention coordinator shall attend all meetings of the convention committees with the coordinator. 
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Monthly Schedule of Convention Coordinator 
 

January 
• Contact vice president’s general chairman. Confirm that presentation to be given at the upcoming state 

convention and the printed invitations to convention are being prepared. 
• Attend meeting of the president’s convention committee. (3-4 months prior to president’s convention).  

Invited to this meeting are the vice president, her general chairman and assistant and her Finance 
chairman and assistant and the organizer. 

• Committees give update of convention planning.  Answer questions, as needed. 
 
February/March 

• Attend meeting of vice president’s Committee. (14-15 months prior to vice president’s convention) 
Agenda includes: 

o Finalizing business from fall meeting;   
o Presentation of preliminary budget;  
o Presentation and review of decorations;  
o Discussion of outfits for convention workers. 

• Offer guidance/suggestions. Answer questions, as needed. 
 
March 

• Treasurer’s Convention. (Three years prior to convention) 
o Confirm grouping of hostess chapters for treasurer’s convention committee.  The list is printed in 

convention proceedings. 
o Prepare blue preliminary convention planning folders – two per hostess chapter, one for the   

organizer, one for the assistant convention coordinator and one for the convention coordinator.  
Include: 

• Three-year Committee Meeting Schedule 
• Duties of Convention Chairmen and Committees  
• Site Evaluation form  
• Guidelines for Interview with Facility  
• Anticipated Needs for Convention Chart  
• Convention Hall set-up  
• Saving for the Year Your Chapter is Hostess Chapter for Convention  
• Information on the P.E.O. Sisterhood’s Tax Exempt Status  
• Other pertinent material. 

o Contact treasurer regarding time and place of convention committee meeting at convention. 
o Email meeting reminder to hostess chapter presidents and treasurer. See sample letter in 

handbook. 
• Organizer’s Convention. (Two years prior to convention) 

o Contact organizer regarding time and place of convention committee meeting at convention 
o Email meeting reminder to hostess chapter presidents and organizer. See sample letter in 

handbook. 
 
April (One month prior to president’s convention) 

• Attend meeting of president’s Committee. 
o Invited to this meeting are the vice president, her general chairman and assistant, her Finance 

chairman and assistant and the organizer. 
o Answer questions, as needed. Remind committee chairmen to prepare their reports for the 
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changeover meeting following convention. 
• Send a list of coordinator’s expenses to the state chapter treasurer. Include necessary phone calls, 

postage, copying, stationery, and mileage and tolls to meetings of the convention committees and/or 
visits with the office or hostess chapters to prospective sites. 

• The president or a past state president may call you for Instructions for Guards, Pages and Tellers. 
(These instructions should be in the files of the president.) The state officer in charge of the Time of 
Remembrance may call you for instructions or suggestions. Be prepared. 

May 
• Treasurer’s Convention. (Three years prior to convention) 

o Conduct meeting at state chapter convention with treasurer and her Committee. 
• Distribute preliminary convention planning folders and review materials included in the 

folder.  Suggest folders be given to two different members of each hostess chapter in the 
event one is misplaced. Inform them that information in the folders may be copied. 

• Encourage hostess chapters to review the information in the folders with their chapter 
members, or to have a program about convention planning. 

• Suggest that hostess chapter budget money to pay some/all of the expenses for their 
members who will be working at convention. 

• Ask treasurer to share her thoughts about convention, possible theme, colors, the feeling of 
convention. 

• Remind hostess chapters that all information shared at committee meetings and in their 
chapter is kept confidential within their committee. 

• Inform them that they will meet again at next year’s convention. 
• Organizer’s Convention. (Two years prior to convention) 

o Conduct meeting at convention of state chapter with organizer’s Committee. 
• The general chairman and assistant, the Finance chairman and assistant, and the secretary  

must be determined by or at this meeting. 
• Committee chairmen and assistant chairmen positions should be filled by this meeting. 
• Discuss progress on site selection, finances, and committee responsibilities. Remind them  

that final selections must be made by or at the fall meeting. 
• Remind delegates and visitors to observe arrangements at the current convention. 
• Set date and place for the fall meeting. 
• Ask organizer (soon to be vice president) to share preliminary ideas and plans for her 

convention. 
• Remind hostess chapters that all information discussed is kept confidential within the 

convention committee. 
 

• Vice President’s Convention. 
o The convention committee gives the Invitation to Convention and distributes the written invitations. 

 
June 

• Attend convention changeover meeting with the outgoing and incoming committees. (11 months prior to 
president’s convention) The outgoing general chairman conducts this meeting. 
o In addition to the immediate past president and the president, the vice president, her general 

chairman and assistant and her Finance chairman and assistant are invited to this meeting. 
o Four sets of convention reports are distributed.  The incoming committee chairmen receive their 

copy of the outgoing committee chairmen’s report when they meet privately. 
o Share observations of convention, as needed, when chairmen give reports to the entire Committee. 
o Congratulate the outgoing convention committee.  Remind them to begin budgeting money every 
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year for the next time they will be hostess chapters. 
o Collect copies of the convention handbooks and outdated materials. Remind the incoming 

convention committee that the convention handbook is available on the New Jersey website. 
 
July (or any time) 

• Visit possible convention sites with officer(s) or convention committee. 
 
August (or any time) 

• Check convention handbook to see if it needs updating, including sample forms in the Appendix.  Date 
all pages that have been corrected or updated and notify the state board officers and all convention 
committees of these changes. Submit the updated handbook to the web site coordinator to replace the 
copy currently posted on the site. 

 
September/October 

• Vice President’s Convention. (19-20 months prior to convention) 
o Attend meeting of the vice president’s convention committee. Remind them that the convention 

handbook is available on the New Jersey website and that they can print the sections that relate 
specifically to their responsibilities. 

o Offer guidance/suggestions, as needed. Answer questions, as needed. 
• President’s Convention. (7-8 months prior to convention) 

o Attend meeting of the president’s convention committee. 
o Offer guidance/suggestions, as needed. Answer questions, as needed. 

 
November/December 

• Visit possible convention sites with officer(s) or convention committee(s). 
• Purge files (per Duties of Convention Coordinator) 
• HAVE FUN!! 
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SAMPLE LETTER EMAILED TO PRESIDENTS OF HOSTESS CHAPTERS AND  
ORGANIZER IN MARCH OR EARLY APRIL. 

To:  (name)_______________ , Organizer 
 (name)_______________ , Chapter  
 (local chapter presidents of five convention hostess chapters) 
 
From: (name)_________________ , Convention Coordinator 
 
Re: Meeting of the (year) Convention Committee 
 
Please pass this information on to your delegates and any other chapter members who will be attending state 
chapter convention in a few weeks. 
There will be a meeting of the five hostess chapters with the organizer (name), on (date), (time) at (place).   
(name), organizer of state chapter, who will preside at the (year) convention, will join us. All hostess chapter 
members are welcome. Please bring at least one of the two identical blue convention planning folders that you 
received at our meeting during convention last year with you. I will give your delegates the room number for the 
meeting once I know what it is.  
 
AGENDA: 
Someone will need to take minutes if a permanent secretary has not yet been determined. Minutes are sent to 
each hostess chapter, to the organizer (name) and the convention coordinator (name). 
 
Convention location: Have you researched any convention sites? If so, bring this information or suggestions 
for possibilities in your area. (Organizer) may have information about a prospective site or the general theme of 
her convention. 
 
Finances: Each hostess chapter contributes $250.00 toward the convention budget which is not returned. You 
will discuss appointing a Finance chairman and opening a checking account if you have not already done so. 
Has your chapter discussed paying for some or all of the expenses of chapter members who will be working at 
convention? 
 
Committees: By this meeting the general chairman and assistant, the Finance chairman and assistant and the 
secretary should have been decided. Chapters should come prepared to discuss the committees they wish to 
cover. Each chapter must assume at least two responsibilities. Your first choice may not be available. A brief 
description of the committees and their duties was included in your blue convention planning folders. I hope 
your chapters have discussed these, since final selections must be determined no later then the upcoming 
September/October meeting. You will not be able to proceed with further planning until this is accomplished. 
 
Date of next meeting: The Convention Committee will meet with the organizer, (name), and me in September 
or October to finalize all of the items listed above. Every chapter must be represented. Bring a list of available 
dates for September and October – usually a Saturday morning – and the name of a member willing to offer 
her home. 
 
Current convention: Observe and take notes. 
 
(Convention Coordinator’s thoughts...) Thank you for making time to attend this meeting. I promise to keep it 
brief. Thanks for your cooperation and understanding. 
(date) 
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SAMPLE LETTER EMAILED TO PRESIDENTS OF HOSTESS CHAPTERS  
AND TREASURER IN MARCH OR EARLY APRIL. 

To:  (name)_______________ , Treasurer 
 (name)_______________ , Chapter  
 (local chapter presidents of five convention hostess chapters) 
 
From: ______________________ , Convention Coordinator 
 
Re: (year) Convention Committee Meeting 
 
This information is for chapter presidents and the delegates from your chapters who will attend the 
(year) Convention of NJ State Chapter. 
 
There will be a meeting of the five hostess chapters with the treasurer (name), on (date), (time) at (place).    
Only chapter delegates need attend, but other chapter members who are present at convention are welcome. 
Please try to be there by (time). 
 
AGENDA: 
It will be helpful if one member of your Convention Committee volunteers to take minutes that day and send 
them to each hostess chapter, to treasurer (name) and to Convention Coordinator (name). 
 
Finances: Each chapter contributes a nonrefundable $250 toward the convention budget, so you will need to 
discuss incorporating this into your individual chapter budgets and appointing an interim Finance chairman for 
the Convention Committee. If your chapter hasn’t already done so, you need to address how your chapter will 
cover the costs of those members who will be working at convention. 
 
Each chapter will receive the following forms: 
 Review form for convention location: a guide for your search for a site for the (year) convention. It 
 isn’t too soon to begin looking. In recent years the officers of NJ State Chapter have taken on this 
 responsibility, but I’m sure your officer will welcome suggestions and assistance. 
 
 Three-year schedule: outline covering the next three years. This will give you some idea of when the 
 Committee will meet and what is expected of you as a hostess chapter.  
 
 Committees: handout giving a brief description of the committees and the duties of the various 
 chairmen. Please take it back to your chapters and begin thinking about committee/chairmen 
 selections. 
 
 Date of next meeting: The Committee will meet again at the (year of next convention) state chapter 
 convention. If, in the meantime, a decision needs to be made on a possible location, please contact 
 either your officer or the convention coordinator to arrange for a meeting of the entire committee. 
 
Thanks for your cooperation and understanding. I’m looking forward to seeing you! 
 
[P.E.O. Love, , Convention Coordinator] optional 
 
(date) 
  



Convention Handbook of NJSC (9/18) 
Section IV – Convention Coordinator 

8 

New Jersey State Chapter P.E.O. Sisterhood 
 
 
 
 
 
 

SAVING FOR THE YEAR YOUR CHAPTER IS HOSTESS CHAPTER FOR CONVENTION 
 

An informal survey was previously done by state treasurer to see how much money hostess chapters had 
spent from their own treasuries to cover the expenses of their members working at convention. After seeing the 
variation in chapter spending, it was clear that each chapter has to decide on its own just how much of the 
expense it wants to cover for its members working at convention. 
 
Each chapter is responsible for a contribution of $250.00 to be pooled and deposited in a convention account 
at least two years before it is a hostess chapter at convention. In addition, the year of their convention each 
chapter has to pay their delegates’ expenses.  On average, the hostess chapters spent an average of 
$1,545.82*, not including delegates’ expenses or the $250.00 contribution. 
 
Based on the current rotation schedule, each chapter serves as a convention hostess chapter every seven 
years. The following figures are based on a savings period of seven years, except where noted, and should be 
adjusted every year or so to account for inflation. If a chapter chooses to save each year for convention, it will 
need to start as soon as the chapter concludes serving on its current convention. These figures do not include 
delegates’ expenses because each chapter budgets for that expense every year. 
 

o To save for the base amount needed (currently, $250.00) the chapter should set aside $50.00/year 
or five years. This amount is pooled by the hostess chapters in a convention account at least two 
years before the convention. Saving only $50 per year will not give the chapter any extra funds to 
cover expenses (e.g., decorations or other supplies) that may occur in advance of the convention. 

 
o To save for the average amount needed which includes the $250.00 and some meals and rooms 

for members working at convention (total: $1,795.82), the chapter should set aside $256.55/year for 
seven years. 

 
o To save for the greatest amount needed which includes the $250.00 and meals and rooms for two 

nights for 10 members working at convention (total: $2,570.00), the chapter should set aside 
$367.14/year for seven years. 

 
Please keep in mind that these figures are based on 2018 costs. They are offered as a suggestion of what the 
chapter might set aside annually. Also, many chapters do not set aside convention funds each year but instead 
have specific fundraisers to raise the money for convention expenses. Please note that, although it would be 
ideal for the chapter to cover all of its convention workers’ expenses, the chapter is not obligated to do so. 
 
Please remember, no matter what you have saved or earned for your hostess chapter year, it will be a 
wonderful experience for everyone involved! 
 

* calculated in August 2018 using 
https://inflationdata.com/Inflation/Inflation_Calculators/Inflation_Rate_Calculator.asp 
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CONVENTION OF NEW JERSEY STATE CHAPTER P.E.O. SISTERHOOD 
 

THREE-YEAR COMMITTEE MEETING SCHEDULE 
***Save this schedule for future reference*** 

 
3 YEARS PRIOR TO CONVENTION (MAY) 
Representatives from each hostess chapter (usually delegates) meet at Convention of New Jersey State 
Chapter with the treasurer and convention coordinator. 
 
APPOINT:  

• Secretary for the day to take minutes and attendance; send one copy to president of each hostess 
chapter, organizer, convention coordinator, and keep one in the secretary’s file. 

 
DISCUSS:     

• Site selection, who will visit sites (officer, coordinator and/or committee), use of evaluation forms. 
• Contact person to clear visits with officer and/or coordinator so there will be no over lapping of visits  
• Financial responsibility; timing of the pooling of the chapter financial commitment in order to open a 

convention account  
• Budget, hostess chapter expenses  
• Duties of chairmen and committees 

 
RECEIVE:   

• Preliminary planning folder (2 copies per hostess chapter) 
• Site evaluation forms  
• Committee meeting schedule  
• Duties of chairmen and committees 

 
GET ACQUAINTED! 
 
2 YEARS PRIOR TO CONVENTION (MAY) 
Representatives from each hostess chapter (usually delegates) meet at Convention of New Jersey State 
Chapter with organizer and convention coordinator. 
 
SELECT:  

• General Chairman and Assistant Finance Chairman and Assistant Secretary 
 
DISCUSS:  

• Finances – budget, receipts, state chapter expenses, committee expenses 
• Selection of convention site  
• Duties of chairmen and committees to discuss with chapter members so that final selections can be 

made at Fall meeting  
• Observations of arrangements at current convention 

 
SET:   

• Date and place for Fall meeting (usually in the home of a committee member) 
 
19-20 MONTHS PRIOR TO CONVENTION (SEPTEMBER, OCTOBER) 
Representatives from each hostess chapter meet in the home of a committee member, or at the facility if 
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appropriate, with vice president and convention coordinator. 
 
 FINALIZE:  

• Chairmen and committee assignments 
• Selection of convention site, contract, and deposit 

 
COMPILE:  

• Master list of convention committee chairmen and assistants with chapter letter, address, telephone 
number and email address, for distribution at the February/March meeting 

 
PLAN:  

• Invitation to convention (acted/sung) 
• Written invitations (100) 

 
DISCUSS:  

• Officer’s theme, logo, colors, decorations (bring samples/ideas to February/March meeting) - kept 
confidential within convention committee 

 
SET:  

• Meeting with general chairman and assistant, Finance chairman and assistant, and vice president to 
discuss/formulate preliminary budget 

 
TOUR:  

• If meeting is held at convention facility, tour; meet with sales/event manager 
 
RECEIVE:  

• Convention handbooks available on the New Jersey website 
 
14-15 MONTHS PRIOR TO CONVENTION (FEBRUARY, MARCH) 
Entire committee meets in the home of a committee member, or at the convention facility if available, with vice 
president and convention coordinator. 
 
DISCUSS:  

• Any business from fall meeting that has not been finalized, especially invitation to convention 
• Preliminary budget 
• Decoration ideas presented by any of the hostess chapters 
• Outfits/aprons worn by committee members while working at convention 

 
1 YEAR PRIOR TO CONVENTION (APRIL) 
The vice president, her general chairman and assistant, and her Finance chairman and assistant attend the 
meeting of the current president’s convention committee at this year’s convention facility. 
 
SET:   

• Date and place for the changeover meeting between the outgoing and incoming committees 
 
AT CONVENTION (MAY) 
Part or all the hostess chapters give the invitation to convention (acted/sung); distribute printed invitations. 
The Convention Supplies Committee takes home all supplies at the end of convention. 
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11 MONTHS PRIOR TO CONVENTION (MAY, JUNE) – CHANGEOVER MEETING 
Entire committee meets with the immediate past president, president (your officer), convention coordinator, 
and the outgoing committee to receive reports, files and materials. All committees must be represented!  The 
incoming secretary takes the minutes. 
 
7-8 MONTHS PRIOR TO CONVENTION (SEPTEMBER, OCTOBER) 
Entire committee meets at the convention facility with president, convention coordinator, and sales and/or 
event managers. 
 
 DISCUSS:  

• Rooms (sleeping, meeting, workshop, storage and display) 
• Meals Set-up, equipment 

 
FINALIZE:  

• Budget 
• Decorations 

 
After the meeting at the facility, the Finance chairman and assistant Finance chairman meet to prepare the 
registration forms with input from the president and general chairman. 
 
3-4 MONTHS PRIOR TO CONVENTION (JANUARY) 
Entire committee meets at the convention facility with the president, convention coordinator, vice president and 
her general chairman and assistant, Finance chairman and assistant and the organizer and her general 
chairman (if appointed). The sales and/or event managers may attend that portion of the meeting where 
arrangements are reviewed. 
 
FINALIZE:  

• Registration forms 
 
REVIEW: 

• All committee assignments and progress 
 
1 MONTH PRIOR TO CONVENTION (APRIL) 
Entire committee meets at the convention facility with president, convention coordinator, vice president and her 
general chairman and assistant, Finance chairman and assistant and organizer and her general chairman. 
 
FINALIZE:  

• All arrangements with the facility 
 
REVIEW: 

• All committee assignments and progress 
 
PRESENT:  

• All expenses to the Finance chairman for reimbursement 
 
FOLLOWING CONVENTION (JUNE) 
Entire committee meets with the immediate past president (your officer), president, convention coordinator, the 
incoming committee and vice president and her general chairman. All committees must be represented! The 
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outgoing committee (you) will have prepared written reports, which you will review with the group as a whole, 
Handbooks and outdated materials are turned over to the convention coordinator. You will then meet 
individually with your counterparts on the incoming committee to answer questions and turn over your files.  
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DUTIES OF CONVENTION CHAIRMEN AND COMMITTEES CONVENTION  
OF NEW JERSEY STATE CHAPTER P.E.O. SISTERHOOD 

 
DUTIES OF ALL CONVENTION CHAIRMEN AND COMMITTEES 

***Save this outline for future reference*** 
 

**IMPORTANT INFORMATION FOR ALL COMMITTEE CHAIRMEN AND MEMBERS** 
 

ALL COMMITTEE CHAIRMEN are required to attend the changeover meetings of the Convention Committee 
preceding and following your convention. You should make every effort to attend all scheduled meetings of the 
Convention Committee or to send a representative from your chapter. The general chairman will coordinate all 
contact with the convention facility; she will also contact other committee chairmen as needed. Following 
convention, each chairman writes a report for the incoming chairman. All necessary copying, postage, and 
telephone expenses are reimbursed from the convention budget. 
 
GENERAL CHAIRMAN: 

• Attend general meetings of Convention Committee preceding yours. 

• Arrange for all general meetings of your Convention Committee; notify all those involved. Chair all 

meetings; open with devotions. 

• Visit possible convention sites with the officer. 

• Coordinate all contact with the convention facility; contact other committee chairmen as needed. 

• Help with menu selection; help with room arrangements. 

• See that the hostess chapters plan the invitation to convention and that written invitations are printed 

(estimate of 100 needed). 

• Assist with planning the budget. 

• Assist with review of registration forms and see that they are printed, if necessary. 

• Communicate with all committee chairmen to be sure work is proceeding as scheduled. 

• Attend convention preceding yours, if possible. Observe and take notes. 

• Write a letter to all local chapters with convention information for approval by the NJ State Executive 

Board. 

• Attend convention to assist with arrangements, make introductions and announcements, and preside at 

banquet. 

• Following convention, in addition to your report, see that all chairmen submit written reports. Chair 

changeover meeting with your committee and the incoming committee. 

 

ASSISTANT GENERAL CHAIRMAN: 
• Assist the general chairman with all duties listed above. Be prepared to take her place in the event of 

an emergency. 
• Take charge of the work schedules for convention committees. (NOTE: It is helpful, but not necessary, 

if the general chairman and her assistant are members of the same chapter, or live close to one 
another.) 
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FINANCE CHAIRMAN: (Budget, registrations, money) 
• With an assistant, this is a committee of two. There are MANY details to handle; accuracy is essential. 

• Attend meetings of the committee preceding yours where the budget is reviewed. Attend the pre 

convention meeting at the facility of convention preceding yours. Meet privately with the outgoing (and 

incoming) Finance chairman. 

• Open convention checking account. The account should be titled, “ (year) NJ P.E.O. Convention Fund.” 

With officer and general chairman, prepare preliminary budget for review by the entire committee. 

Prepare final budget. 

• Review registration forms with general chairman and Facilities Committee chairman. 

• In matters concerning the convention facility, contact general chairman to coordinate communication 

with the facility. Receive and tally registration forms and money. Send lists to appropriate committee 

chairmen. 

• Pay authorized bills. 

• Attend convention to assist with questions regarding registrations. After convention, pay the facility. 

• Prepare a final financial report. 

 

ASSISTANT FINANCE CHAIRMAN: 
• Assist the Finance chairman with all duties listed above. 

• Be prepared to take the Finance chairman’s place in the event of an emergency. (NOTE: It is helpful, 

but not necessary, if the general chairman and her assistant are members of the same chapter, or live 

close to one another.) 

 
SECRETARY: 

• Take attendance and minutes at all meetings; email and/or duplicate and send to all those involved. 

• Compile and distribute address list of all committee chairmen and assistants. 

• Prepare correspondence (e.g., thank-you notes). Assist general chairman with mailings. 
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DUTIES OF CONVENTION CHAIRMEN AND COMMITTEES 
 

NOTE: The following are GUIDELINES for each committee. Depending on the time, talent, and 
resources within each of the hostess chapters, SPECIFIC DUTIES MAY BE SWITCHED TO ANOTHER 
COMMITTEE. Each committee is responsible for seeing that the work listed under its committee is 
done, whether they switch, or do the work themselves. ANY CHANGES REQUIRE THE APPROVAL OF 
THE GENERAL CHAIRMAN AND ALL COMMITTEES INVOLVED. 
 
CONVENTION SUPPLIES: (Store/refurbish supplies and equipment, fill convention kits, put name 
badges of members of convention in holders) 

• Need chairman, assistant and committee. 

• At the close of the previous convention, one member of your committee takes home and stores 

supplies until needed by your committee. 

• Supply, or do any necessary refurbishing, of signs and equipment required by other committees. The 

cost for necessary supplies is reimbursed from the convention budget. 

• Provide tellers with baskets to collect ballots. 

• Arrange for place cards for reserved places at meals, if needed. 

• Fill delegates’ notebooks/folders (reports provided by state chapter officers). 

• If needed, assist state secretary and Credentials Committee to distribute contents of the delegates’ 

notebooks/folders. 

• Place identification on tables in convention hall and replace if they have been removed during 

convention. 

• See that the Question Basket is placed in convention hall. 

• Assist other committees, if needed, in providing supplies. 

NOTE: This committee will need people the afternoon before the opening of convention to store and distribute 

supplies. 

 

DECORATIONS: (Decorations, centerpieces) 
• Need chairman, assistant and committee. 

• Consult with the officer whose convention is being planned for preferences. Consult with convention 

facility regarding availability of decorations on site. 

• Make centerpieces for luncheon tables (25-40) and centerpieces for the banquet (25-35). The same 

centerpiece may be used for both luncheons or for all meals. 

• Decorate dais, backdrop behind dais, possibly convention hall walls, and/or Hospitality Room. The sale 

of decorations should cover the cost of supplies needed to make them. 

• Assist other committees, if needed, in providing supplies such as place cards for reserved places at 

meals, etc. 

NOTE: Committee members need to be available the day prior to convention to decorate, during convention to 

place and remove centerpieces, and after convention to sell centerpieces and decorations. 
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ENTERTAINMENT: 

• Need a committee of one or two who search out entertainment and engage the person/group chosen 

by the entire hostess committee. 

• Plan printed program for the banquet after consulting with officer. (Printing costs are reimbursed from 

the convention budget.) Place programs on tables. 

• Make arrangements for performers’ equipment and/or meals. 

• Help the Hospitality Committee check meal tickets at banquet, if necessary. 

 

FACILITIES: (Physical set up at convention facility, sleeping rooms) 
• Need chairman, assistant and committee. 

• Arrange for the physical set up of convention hall, dining room, display room, Time of Remembrance 

space, registration area, storage rooms, workshops, board meeting room, rehearsal space. Coordinate 

with convention facility on site. 

• Create convention hall seating diagram with guidance from officer for standing committee chairmen, 

PSPs, and local chapter delegates 

• Review registration forms with general chairman and Finance chairman. 

• Coordinate any contact with the convention facility regarding reservations for sleeping rooms with 

general chairman and Finance chairman. 

• NOTE: At least two people should be present the evening before convention and throughout the two 

days of convention to help with unforeseen problems. 

 

HOSPITALITY: (Hospitality room, meals, baskets) 
• Need chairman, assistant and committee. 

• With general chairman, review menus and prices with facility. 

• Coordinate any contact with facility regarding meal reservations and Hospitality Room with general 

chairman and Finance chairman. 

• Create seating chart for banquet after conferring with officer 

• Provide baskets with first aid and other supplies (e.g., needles, pins, thread, Kleenex, Scotch tape, 

aspirin) for Hospitality Room and at registration table. 

• Provide courtesy baskets of fruit, candy or flowers along with emergency supplies (e.g., needles, pins, 

thread, Kleenex, Scotch tape, aspirin) for the room of the representative of International Chapter.. 

• Arrange transportation to and from point of arrival to the facility for representative of International 

Chapter. 

• With general chairman, set the hours for the Hospitality Room, including the evening prior to convention 

and during the two days of convention. 

• Provide pre-packaged snacks for Hospitality Room if permitted by the facility.   

• Staff Hospitality Room. Greet attendees in the lobby of the facility. 
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• Check back of name badge at meals. 

• NOTE: This committee will require people throughout convention – at least two to staff the Hospitality 

Room when open, two to greet in the facility lobby and several to check name badges at two luncheons 

and banquet. 

 

 VISITOR REGISTRATION: (Register, distribute name badges and programs to visitors) 

• Need chairman, assistant and committee. 

• Greet and register visitors throughout convention; distribute name badges and convention programs. 

• Greet BILs prior to banquet and distribute name badges. 

NOTE: Visitor Registration needs two people at all times, beginning the evening prior to convention and during 

the two days of convention. Three or four are needed during peak periods in the morning to check membership 

cards, sign in visitors, greet out-of-state visitors. It is not necessary to have anyone present at the registration 

table during the banquet. 

The state treasurer and the Credentials Committee are responsible for registering the members of convention 

(delegates, standing committee chairmen, state officers, and PSPs). 

If needed, the Visitor Registration Committee helps state treasurer and the Credentials Committee distribute 

contents of the delegates’ notebooks/folders at the registration desk. 

 
SUGGESTIONS TO ALL HOSTESS CHAPTERS: 

• Members from the hostess chapters who attend the preceding convention should take notes to use as 

a reference. 

• No committee chairman or assistant chairman should serve as her chapter’s delegate to convention in 

the year your chapter is a hostess chapter at convention. 

• Committees should prepare a complete written work schedule with all areas of responsibility and times 

covered. Give a copy to the assistant general chairman. 

  



Convention Handbook of NJSC (9/18) 
Section IV – Convention Coordinator 

18 

 
 

International Chapter P.E.O. Sisterhood  
__________________________________________________________________ 

Director of Finance/Treasurer        515-255-3153, Ext. 3715 
P.E.O. Executive Office         Fax 515-255-3820 3700 
Grand Avenue Des Moines, Iowa 50312-2899 
 

TAX STATUS OF P.E.O. AND RELATED FUNDS 
 

The Internal Revenue Service has determined that the entity known as International Chapter P.E.O. Sisterhood 
qualifies as a nonprofit, tax exempt organization under Section 501(c)(4) of the tax code of the United States. 
This means that none of our chapters has to pay federal or state tax on income. Being a nonprofit, tax exempt 
entity, however, does not qualify P.E.O. as a charitable organization. 
 
The tax code of the United States makes a very definite distinction between tax exempt and tax deductible. 
While local, state, and International chapters do not qualify as charitable organizations, the P.E.O. Foundation 
and educational projects of International Chapter do qualify as charities. Our five International projects, P.E.O. 
Foundation, and some state chapter scholarship and home funds have been classified by IRS under Section 
501(c)(3) as charitable organizations. This means that in addition to the project not having to pay any tax on 
income, donations from individuals and bequests from estates are allowable as deductions in figuring taxes to 
be paid by the donors. A donation or bequest distribution to a local or state chapter is not allowable as a 
tax deduction, whereas a donation or a bequest to any charity on the Tax Status List is allowable. 
 
Because no P.E.O. chapter is classified as a charity, any funds it holds is also not a charity. Even though 
scholarship or other funds of a state or local chapter are used for charitable purposes, they are operated by 
any entity that is not a charity. Any donations from individuals to such funds are not allowable as charitable 
deductions for income tax purposes. If the chapter acts as a conduit only, however, passing donations and 
bequest distributions directly through to one of the projects or P.E.O. Foundation, those donations and 
bequests would then be charitable. 
 
Charitable status is obtained only by application to Internal Revenue Service of the United States or Revenue 
Department of Canada. Policies of the executive board of International Chapter, however, say that a local 
chapter cannot apply for charitable status for itself or any fund it has. A state, district or provincial 
chapter may apply only after first receiving written permission from the executive board of 
International Chapter. 
 
Each local and state chapter in the United States has a nine-digit federal identification number; this number 
grants no special tax status, it is merely an identification number. 
 
Gifts to the following are not tax deductible because these entities are not qualified as charities: 
P.E.O. Sisterhood – any level – International, state or local chapter 
P.E.O. Centennial Center 
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CONVENTION OF NEW JERSEY STATE CHAPTER P.E.O. SISTERHOOD 
 

GUIDELINES FOR INTERVIEW WITH CONVENTION SITES 
 

1. Contact officer whose convention is being planned and/or convention coordinator to see if the site you want 
to interview has been visited recently by them or by one of the other hostess chapters. Invite the officer and/or 
the coordinator to accompany you. 
 
2. Make an appointment with the sales manager at the site. Once contact has been made, insist that all future 
dealings be with the same person for continuity. 
 
3. At least two (probably not more than three) people should visit the site to help reinforce the discussion. At 
the onset, briefly describe P.E.O. – that our organization is international in scope, and that our purpose is 
mainly educational and philanthropic. Facilities are less interested in hearing that we want to keep costs down 
to support our projects. They are interested in knowing that our convention brings people from all parts of New 
Jersey, and this could mean repeat business for them if we have a good experience. 
 
4. Give a favorable impression of your committee and P.E.O. so they are eager to have us.  Stress that we 
handle all of our own room and meal reservations several weeks in advance, making less work for them. Tell 
them that we fulfill all of these reservations. Inform them that our conventions are held annually, so we are very 
aware of our needs. They should feel that we are a cooperative group to work with and that we expect the 
same in return. 
 
5. Review the “Site Evaluation” form with the sales manager. Take notes as you discuss the site. Have the 
schedule of anticipated needs with you should they request specifics. 
 
6. Negotiate. Don’t necessarily accept the first offer. Suggest an alternate to meals on the standard menu that 
might be smaller and not as costly. \Ask if they offer a complimentary room for a certain number of sleeping 
rooms booked. Are meeting rooms, Hospitality Room, and workshop rooms available at no additional charge? 
Should you receive a better offer from a competitor, make the sales manager aware of this and ask if they can 
meet that offer. 
 
7. Should the question of alcoholic beverages arise, state that our insurance does not permit us as an 
organization to serve alcohol, but this does not preclude people from purchasing it themselves (cash bar/hotel 
bar). 
 
8. Ask how they handle overbooking or double booking should the situation arise. This is common in the hotel 
industry since they try to keep their facility as full as possible. Ask what other functions they have scheduled at 
the same time. Would our use of a piano and singing disturb others, or would the other function be disruptive to 
our meetings. 
 
9. If you were pleased with the site, check the availability for the dates your officer plans to hold convention. 
Request a proposal in writing. 
 
10. If your officer and/or the convention coordinator did not visit the site with you, report findings to both of 
them. They will want to visit facilities with a favorable evaluation. If there is a return visit, be sure to invite the 
officer and coordinator. Your officer should be pleased with the site and give final approval before a contract is 
signed. After careful review, the officer signs the contract or with the officer’s approval, the general chairman 
signs the contract. 
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11. If you have questions at any time, do not hesitate to call your officer and/or the convention 
coordinator. 
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CONVENTION OF NEW JERSEY STATE CHAPTER P.E.O. SISTERHOOD 
 

SITE EVALUATION 
 
BASIC ESSENTIALS – Overnight accommodations, meals, large meeting room for 250-300, two to three 
breakout rooms for workshops (120 per room). Emphasize that all who make reservations will attend or send a 
replacement. 
 
Date of Visit _____________________________________ Follow-up Visit____________________________ 
 
Site Name ______________________________________Phone____________________________________ 
 
 Address___________________________________________________________________________ 
 
Sales Manager ___________________________________________________________________________ 
 
 Length of time with this site___________ Email/Fax_________________________________________ 
 
Accessibility to major highway________________________________________________________________ 
 
 
Available last weekend of April or first weekend of May_______________________________Year_________ 
 
Holds convention this size? Is there a flat fee for convention?_______________________________________ 
 
Is there a charge for meeting rooms?__________________ Breakout rooms (workshops)?________________ 
 
Hospitality Room available?__________________________________________________________________ 
 
How many overnight accommodations? _______________________Restaurant on site?_________________ 
 
Meeting room sufficient to hold 115 delegates at tables with additional seating for 135-185? _______________ 
 
Breakout rooms for approximately 120 at each workshop?__________________________________________ 
 
Storage area? _________________ Locked room for displays?_____________________________________ 
 
 
If above information is satisfactory, continue with details: 
Parking charge? ________________How many lots? __________How close? __________Secured?_______ 
 
How do they handle double/overbooking?_______________________________________________________ 
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SITE EVALUATION 
FACILITIES AVAILABILITY COST 

Convention hall and banquet room (250-300)   
Chairs, tables, (set up)   
Size of dais (accommodate a total of 13 (max Ed Hour) chairs, 2 tables with 
podium in center) 

  

Adequate sound system (2 floor mikes, and 1 on dais) Is someone available 
to help if needed, but not to monitor the entire time? 

  

Piano; tuning charge   
Audio-visual equipment     On-site or out-sourced   
If banquet is held in meeting room, length of time needed to reset tables 
_______________ 

  

Lavatory facilities near meeting room. Can men’s rooms be converted to use 
by women? 

  

Is there a room available for Time of Remembrance or is convention hall 
suitable? 

  

May decorations go on walls? Suspended from ceiling?   
REGISTRATION   
Large foyer for registrations and reception (near convention hall)   
Long tables   
ADDITIONAL ROOMS   
Hospitality Room near convention hall   
Room near convention hall for use by tellers   
Rooms for displays, workshops 
 Easels, conference tables 

  

Room with lock to store supplies, decorations (near convention/banquet hall)   
Board room for pre convention board and PSP meetings   
Locked room to store luggage before check-in, after check-out   
HOUSING  (125-150)   
Singles: how many?   
Doubles: how many?   
Roll-a-ways available: how many?   
Weekend rates   
Suite and/or larger rooms for executive board and their supplies   
Complimentary rooms given for specific number of rooms booked   
Lounge areas for socializing 
 

  

Elevators 
 Help with luggage 

  

MEALS   
Pre convention dinner (30)   
Luncheon of first day (200-250)   
Banquet (200-225) 
No alcohol (our insurance does not cover serving but guests may purchase 
themselves – cash bar or site’s bar) Stay in same room for entertainment 
until 10 p.m. 

  

Breakfast of second day  
   Served or buffet 

  

   Coffee shop/site’s restaurant    
   Hours   
Luncheon of second day (275-325)   
May we bring snacks and beverages to Hospitality Room?  
    If not, do they supply snacks and beverages?          
    Charges? 
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IMPRESSION OF SITE: 
 
Excellent __________Good ____________ Possible ____________ Unlikely_____________ 
 
Advantages______________________________________________________________________________
________________________________________________________________________________________ 
 
Disadvantages____________________________________________________________________________
________________________________________________________________________________________ 
 
Comments_______________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________ 
 
FOLLOW-UP VISIT                                                                                         Date_______________________ 
 
Comments_______________________________________________________________________________
________________________________________________________________________________________ 
 
Name __________________________________________________________Chapter _________________ 
 
Phone __________________________________Email___________________________________________ 
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New Jersey State Chapter of the P.E.O. Sisterhood Anticipated Needs for Convention 
ROOMS WEDNESDAY THURSDAY FRIDAY SATURDAY 

Sleeping Rooms – mainly 
double/doubles 

 

3-4;  
with 1-2 being 
suites 

 

Approximately 35-45 ;  
1-2 suites 

 

Approximately 70-80;  
1- 2 suites 

 

 

Luggage Room 
 

  Place to store luggage until 
rooms are ready 

 

Place to store luggage 
after check-out 

 
Display Room (area) 

 
 Set-up in the late 

afternoon 
 

Open all day  
 

7:00 am – 4:00 pm 

Meeting Room for Executive 
Board (5-6 people around a 
table) 

 

 9:00 am – 4:00 pm     4:00 pm – 5:30 pm 
 

Meeting Room for Past State 
Presidents (15- 20 people) 

 

     4:00 pm – 6:00 pm 
 

  

Storage/Supplies Room (near 
Convention Hall with room to 
work) 

 

     12:00 noon- - - - - -  - - - - - - - - - - - - - - - - - - - - - > 4:30 pm 
 

Hospitality Room (meeting 
place; we serve light snacks 
and beverages) 

 

 Set-up begins 4:00 pm 
 

7:00 am – 5:00 pm 
May be open after the 
banquet as a meeting area 

 

7:00 am – 5:00 pm 
 

Convention Hall (set- up to 
seat 300 in classroom and 
theater style with dais) 

 

 S
Set-up late 
afternoon/early evening 

 

In session 9:00 am – 4:00 
pm 
Open earlier for rehearsals 
and set- ups 

In session 9:00 am –  
4:00 pm  
Open earlier for 
rehearsals and set-ups 

Workshop Rooms 
 (2 break-out rooms to seat 
100-120 each) 

 

  Optional: one hour session 
late morning or late 
afternoon 

Optional:   
One hour session 

Time of Remembrance : (300 
people) 

 

   11:00 am – 12:00 noon 
 

Registration Tables (set-up 
near Convention Hall) 

 

 7:00 pm – 9:00 pm 7:00 am – 10:00 pm 7:00 am – 4:00 pm 
 

Credentials Table(s) – set-up 
next to registration tables 

 

 7:00 pm – 9:00 pm 7:00 am – 4:00 pm 7:00 am – 4:00 pm 
 

Meals Wednesday Thursday Friday Saturday 
 

Breakfast  Restaurant 
 

7:00 am – 9:00 am; 
Continental/Buffet; paid for 
individually 

 

7:00 am – 9:00 am; 
Continental/Buffet; paid 
for individually 

 
Lunch 
 

 Restaurant – 
Exec Board (5) 

12:00 noon – 1:00 pm; 200-
225 seated at round tables 

 

12:00 noon – 1:00 pm; 
275-335 seated at round 
tables 

 
Dinner 

 
Off site exec 
board and 

International 
guest dinner 

Private room for PSP 
dinner:about 35 people 

 

5:30 pm – 6:30 pm 
Reception  

6:30pm – 11:00 pm Dinner 
approximately 250 seated at 
round tables; entertainment 

 

Additional Board Rooms Needed: Two Saturday Convention Committee meeting in year before convention (about 20 members); 
January – Saturday Convention Committee (about 20 members); April – Saturday Convention Committee (about 20 members);  

possible June – Saturday Convention Turnover Meeting (35-40 members) 
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Convention Hall  

Both days of convention 9 a.m. to 4:00 p.m.  

 

                     US Flag                                          CA   NJ*  

 Dais for 6-13 people                                 

       Screen                    Chair                                 Mike                          Chair     Flags          Screen  

     

 

                                                 Podium/Mike                                   Podium/Mike 

 Riser            Projector                          Projector                                        
 [If needed]                                                                                                                                                 Piano 

 

 

     Tables and chairs for 110 delegates 

including Past State Presidents 

 

Classroom style              Classroom style  

Seating                             Seating 

 

       Theater style                                                                                                                            Theater style 

           Seating                                                                                                                                    Seating 
Total seating for 250 – 300 people  

 

      Water and glasses                                                                                                          Water and glasses 
*The United States and Canadian Flags are displayed at the same height. The NJ flag is displayed lower than the other two.  

___________________________________________________________________________________________________________ 

Friday Banquet Total seating for 200-225 people  
 [Alternate set-up: a dais for 16 with a mike] 

 
 

 
 
 
 
 
 

[mike] Riser for the Entertainment          



Convention Handbook of NJSC (9/18) 
Section V - Appendices 

1 

APPENDIX 1  

INVITATION TO CONVENTION OF NEW JERSEY STATE CHAPTER 
Hostess Chapters – group of local chapters assigned by the New Jersey State Executive Board to host 

Convention of New Jersey State Chapter (schedule in convention proceedings) 
 
Convention Committee – chairmen, assistants and members from the hostess chapters who plan and carry      

out the many facets of hosting convention. 
 
President of New Jersey State Chapter – the current president 
 
Officer – the future president of New Jersey State Chapter for whom this convention committee is planning 

and hosting convention (beginning when the officer is organizer) 
 
THE HOSTESS CHAPTERS extend the invitation to the next Convention of New Jersey State Chapter. The 

invitation comes near the end of the current convention. Ask the president of New Jersey State Chapter 
where this will fall in the business meeting agenda. 

 
PLANNING for the invitation begins at the September/October meeting of the convention committee 19-20 

months prior to your officer’s convention (7-8 months prior to the current convention). At this meeting 
your officer (now vice president) will discuss her theme, her color preference and the general feeling of   
convention. Ask your officer if she would like to be surprised so that she can excuse herself during the 
discussion of the invitation. 

 
IDEAS from all members of the convention committee for the performed and printed invitations are generated 

at this meeting. Convention committee members should discuss these ideas with other members of 
their local chapters and report back to the general chairman of convention who will arrange for a 
meeting or will disseminate ideas and information to all hostess chapters. It seems to work best if one 
hostess chapter plans and writes the performed invitation using input from all hostess chapters, but do 
what works best for your committee. Any format may be used. Keep it short. One, more or all hostess 
chapters participate in the performed invitation. Hostess chapter members should be encouraged to 
come to convention to participate. 

 
THE PRESIDENT’S TEA for the incoming President is hosted by her local chapter. Her chapter also extends 

their invitation to the tea near the end of convention. The hostess chapters have no responsibility for 
this. Consult with your officer’s local chapter president to see how her chapter plans to extend the 
invitation to the President’s Tea and what type of printed invitation will be used, as you will probably 
want to plan something different. 

 
THE SCRIPT for the performed invitation is presented to the convention committee at the March meeting 2-3 

months prior to the convention where your officer will be installed as president. Discuss costumes, if 
needed. 

 
REHEARSAL can be held at convention. Hostess chapter members should come for lunch if possible since 

that will allow time to rehearse. 
 
PRINTED INVITATIONS are designed after consulting with your officer (now vice president) at the 

September/October meeting 19-20 months prior to her convention. Invitations don’t necessarily have to 
fit in an envelope. They can be rolled and tied, or included as part of a small item. Use your 
imagination. Any form is acceptable for the printed invitation as long as it includes the following: 
 1. “Convention of New Jersey State Chapter”  
 2. President’s name and chapter  
 3. President’s theme (exact wording)  
 4. President’s logo (if she chooses, or related design)  
 5. Dates of convention  
 6. Location of convention (name of facility, city, state)  
 7. Hostess chapter letters (and cities, at the discretion of your Officer) 
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A DRAFT of the printed invitation is presented to the convention committee at the March meeting 2-3 months 

prior to the convention where your Officer will be installed as president. The general chairman of 
convention must approve the final draft of the printed invitation before it is printed. Ask your Officer if 
she would like to see the draft prior to printing. Ask your Officer how many copies she will need for her 
personal use. 

 
PRINT approximately 100 invitations. Submit the bill for printing to the Finance chairman of your convention. 

Set aside the predetermined number for your officer’s personal use and approximately 10 to keep in 
reserve 

 
DISTRIBUTION of the printed invitations is done by the hostess chapters at convention, immediately following 

the performed invitation. It is difficult to distribute pre-addressed invitations. Instead, hostess chapter 
members should be assigned to specific areas of convention hall so that all those who should receive 
an invitation do. The following members of convention should receive an invitation: 

1. Officers seated on the dais (6 which includes the International Chapter Representative)  
2. Past State Presidents seated in the front row (approximately 20 – remember to include in 
your count the president who just presided at the convention)  
3. One invitation to each New Jersey local chapter (center section)  
4. Chairman of New Jersey standing committees (reserved seating near front in center section) 

 
Extras can be distributed to visitors. 
 
FOLLOWING CONVENTION mail invitations to: 
 1. Resident Past State Presidents who were not present at convention  
 2. Nonresident Past State Presidents 
 3. Incoming chairmen of New Jersey standing committees:   
  Amendments and Recommendations  
  Cottey College  
  Finance  
  Membership  
  P.E.O. Educational Loan Fund  
  P.E.O. International Peace Scholarship Fund  
  P.E.O. Program for Continuing Education  
  P.E.O. Scholar Awards P.E.O.  
  Star Scholarship  
 
Give the predetermined number of printed invitations to your officer (now state chapter president). 
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APPENDIX 2 
CONVENTION COMMITTEE ASSIGNMENTS 

ITEM PREPARED BY DISTRIBUTED OR SET UP BY 
Name Badges Finance prints name badges  

Convention Supplies inserts badges in 
holders  

Convention Supplies – puts badges 
into members of convention kits. 
Visitor Registration – files and hands 
out visitor badges 

 
Ballots State President Supplies – puts envelopes of ballots 

in kits of members of convention  
Banquet Program Entertainment – conferring with state 

president 
Entertainment places on tables 
 

Banquet Seating  Hospitality – conferring with Finance Chair 
and state president 

Hospitality - with badges at registration 
or place cards at banquet. 

Convention Hall 
Seating Arrangement 

Supplies – conferring with the state 
president 

 

Convention Supplies with Facilities 
help place name signs before 
convention start 

Decorations Decorations Decorations 
Courtesy Baskets Hospitality Hospitality 
Convention Kits 
(members of 
convention) 

State Board generates materials to be 
included. 
Supplies help collate materials to be put in 
proceedings notebooks 
Members of Convention bring notebooks to 
be filled 
A notebook is supplied for the 
Representative of International Chapter 

Supplies sets up for distribution in 
credentials registration area 
 

Meal Vouchers Finance working with Hospitality Finance Chair produces name badge 
with meal voucher on reverse 

Time of 
Remembrance 

Board Secretary Secretary with Facilities 

Place cards Hospitality Hospitality 
Program (Convention) State President Supplies – puts in convention kits  

Visitor Registration - hands out to 
visitors when registering 

Question Box/Basket Supplies – consulting Organizer about 
forms for questions 
 

Supplies 
 

Registration Treasurer – supplies forms for Credentials 
and Visitor Registration 
 

Visitor Registration to register visitors 
Credentials to register members of 
convention 

Registration Forms 
(Reservations) 

Finance Chairman – conferring with Gen. 
Chairman & Facilities 

General Chairman includes forms with 
letter of invitation to convention 

Reserved Table Signs Check Convention Supplies Hospitality 
Signs (Registration, 
etc.) 

Convention Supplies Whoever needs signs 

Table Decorations Decorations Decorations 
Teller Supplies Ballots – from State President 

Baskets – from Convention Supplies 
Supplies 
 

Members of Convention are: state board, past state presidents in attendance, chairmen of standing 
committees (9), and local chapter delegates. 



Convention Handbook of NJSC (9/18) 
Section V - Appendices 

4 

APPENDIX 3 

Responsibilities of State Officers, Past State Presidents and Standing Committees  

at Convention of New Jersey State Chapter 

 

Individual(s) or Committee                      Responsibilities 

 
 
 
State President 

Pre-convention board meeting 
Presiding Officer 
Word for Word 
Printed convention program with cover for visitors 
Consult with Supplies Committee on Delegate Seating assignment 
Consult with Entertainment on Banquet program 
Consult with Hospitality and Finance Chair on banquet seating 
Reserved seating at banquet for officers’ families and chapters 
BIL address 
Workshops/Speakers 
Introduction of out-of-state visitors 
Acknowledgment of sponsors 

State Vice President PSP/Board pre-convention dinner 
Educational Hour 

 
State Organizer 

Period of Instruction 
Special Work 
Question Box/Basket (shared responsibility with Representative of International 
Chapter) 

 
State Treasurer 

Prepares Gift List for display 
Golden Girls Tribute 
Credentials Committee – registering members of convention and distribution of 
delegate information 
Visitor Registration 

State Secretary Time of Remembrance 
Minutes Committee  

 
Past State Presidents 

Introduction of past state presidents by immediate PSP 
Presentation of the Rose Shelly plate 
Presentation of the Past State President’s pin to outgoing president 

Cottey, ELF, IPS,  
PCE, PSA, STAR 

Convention displays 

Amendments & 
Recommendations 

Chairman presents amendments and resolutions to be voted on at convention 

Audit Committee Display audit of books of state treasurer at convention 

Finance Committee Chairman presents budget to be voted upon at convention 

Membership Committee Yearbooks display 
Unaffiliate list on display 

Publicity Committee Convention display 
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APPENDIX 4  
Financial Responsibility for Convention of New Jersey State Chapter 

Registration, Meals and Housing 
 

EXPENSE 
STATE 
CHAPTER 
EXPENSE 

CONVENTION 
COMMITTEE 
EXPENSE 

LOCAL 
CHAPTER 
EXPENSE 

PERSONAL 
EXPENSE 

5 State Chapter Officers     
     Registration Fee X    
    2 Lunches and Banquet  X   
     Pre-Convention Dinner X    
     Lodging – Three nights (W, Th, F) X    
9 STANDING COMMITTEE CHAIRMEN     
     Registration Fee X    
     2 Lunches and Banquet  X   
     Lodging – one night (F) X    
     Educational Hour speakers’ lunch (6) X    
CREDENTIALS COMMITTEE & AV TECH     
     2 Lunches and Banquet X    
     Lodging – Two nights  X    
76 LOCAL CHAPTER DELEGATES     
     Registration Fee   X  
     2 Lunches and Banquet  X   
     Lodging   X  
PAST STATE PRESIDENTS     
     Registration Fee    X 
     2 Lunches and Banquet  X   
     Pre-convention dinner    X 
     Lodging    X 
GUARDS, PAGES, TELLERS     
     2 Lunches  X   
     Banquet    X 
     Lodging    X 
BANQUET SPEAKER, TOASTMASTER, 
ENTERTAINERS, IF REQUESTED 

 X   

• State chapter officers' expenses for breakfasts are paid personally and submitted for reimbursement 
from the state on a regular officer expense form. 

• Payment of expenses for the pianist and song leader are at the option of the convention committee. 
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APPENDIX 5  

CONVENTION BUDGET FORMAT 

 

  

2017 CONVENTION OF NEW JERSEY STATE CHAPTER 
BUDGET WITH ACTUAL PROFIT AND LOSS 

  2017 PROPOSED 
BUDGET 

2017 ACTUAL BUDGET 

   Unit Cost  No.  
$$  

 Unit Cost  No.  
$$  

RECEIPTS             
P.E.O. Sources:             
State Chapter advance             
Hostess chapter contributions             
State Chapter (from dues)             
Registration fees:  State officers*             
Standing Comm. Chrm.*             
Delegates             
Past State Presidents             

Total P.E.O. Sources:             
Rooms:             
Room nights paid by State Board             
State Chapter president*             
Other State officers (2/room)*             
Standing Comm. Chrm. (2/room)*             
Credentials Comm. Chrm. + 1 member*  
 (2 nights) 

            

Rooms paid by chapter or individual             
   Wednesday             
Thursday             
Friday             
Saturday             
Jeannette Noy (extra nights)             

Total Rooms:             
Meals:             
Lunches (Credentials Committee)*             
B.I.L. Banquet (Credentials Committee)*             
VISITOR MEALS pd by chap or indiv             
    Friday Lunch             
B..I.L. Banquet             
Saturday Lunch             

Total Meals:             
Other Sources:             
Sale of decorations             
Hostess chapter outfits             
Sale of convention merchandise              
Donations             
Interest from savings             

Total Other Sources:             
TOTAL RECEIPTS             
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DISBURSEMENTS             

On-site Expense:             
Entertainment (B.I.L. Banquet)             
Piano (tuning & delivery)             
Banquet program             
Convention invitation             
Audio-visual equipment             
Audio-visual P.E.O Personnel)             
Easels (State has 9)             
Pipe and drape              
Misc             

Total On-Site Expenses:             
Committee Expenses:             
Chairman             
Decorations + Banner             
Finance             
Hospitality - Hotel              
Hospitality - Chapter              
Hospitality coffee             
Hospitality tax & service charge             
Facilities             
Recording Secretary             
Supplies             
Supplies - nametags             
Registration (forms, copying, postage)             
    Speaker's Expense (room,meals,fee)             
    Honorarium             
Hostess chapter outfits             
Hostess chapter note paper             
Checks             
Stamps             
Registration supplies             
Ink and paper             

Total Committee Expenses:             
Meals:               
        Friday Lunch             
B.I.L. Banquet (incl serv & tax)             
Pre-banquet bartender             
Saturday Lunch             
Tax for all meals & bartenders             
Credit             

Total Meals:             
Rooms:             
        Wednesday             
       Tuesday (Jeanette Noy)             
Thursday             
Friday             
Saturday             

Total Rooms:             
Miscellaneous:             
Hotel deposit paid 6/17             
Refunds to chapters (overpayment)             
PSP Dinner             
Toastmaster   BIL Dinner             
Comp Room             
Adjustment from hotel             

Total Miscellaneous:             
TOTAL  DISBURSEMENTS             

RETURN TO STATE CHAPTER             
GRAND TOTAL DISBURSEMENTS       

*Paid by New Jersey State Chapter       
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RETURN TO STATE CHAPTER             
GRAND TOTAL DISBURSEMENTS       

*Paid by New Jersey State Chapter       
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APPENDIX 6 
SAMPLE LETTER OF INVITATION TO CONVENTION OF NEW JERSEY STATE CHAPTER 

January (Year)          Insert Officer’s Logo 
Here 
Dear Sisters: 
Come to Convention (Year) and feel the love of P.E.O.! 
(Days and dates of convention) 
 (Name and address of convention facility) 
Registration forms are attached. (They will also be available on the State Chapter website, www.njpeo.org.) 
(Registration deadline date), is the absolute deadline for receipt of your registration. We cannot guarantee 
rooms at the reasonable convention rate after that date. There are no refunds after (date set by Committee). 
Luggage storage will be available if your room is not ready when you arrive. 
The registration fee remains unchanged at $50 per delegate. There is no registration fee for non-delegates and 
guests. If you have questions about the forms, contact (Name and email address of contact). 
Please send ONE check from your chapter with all registration forms for delegates and other attendees to: 
(Name of Finance chairman), Finance Chairman 
(Address of Finance chairman) 
Registration hours are: 
 Thursday, (Date): 7 p.m.-9 p.m. 
 Friday, (Date): 7 a.m.-7 p.m.  
 Saturday, (Date): 7:30 a.m.-1 p.m. 
Please bring:  

• your credit card for hotel check-in to cover any incidental expenses you may incur;  
• first delegate only: your chapter’s Proceedings Handbook.  It will be updated at 8:30 a.m. Friday, prior 

to the opening of Convention. 
 
The Hospitality Room is located (across from the registration desk) and will be open Thursday evening, Friday 
afternoon, and Friday and Saturday mornings. 
 
The BIL Banquet begins at 6:30 p.m. on Friday. The cost includes dinner and entertainment. There will be a 
cash bar. The Marriott’s chef is fabulous, so bring your beau! 
 
Convention speakers include our International visitor, (Name of International Representative, chapter, state, 
PSP, and International position) and (Name of Keynote speaker) who will address us on (Title of speech) on 
Saturday morning. You won’t want to miss a word. A tentative schedule of all convention events and the 
directions to the hotel are attached. 
 
A form for donations to help defray convention expenses is included with the convention information. You may 
wish to honor a sister or a member of Chapter Eternal by making a contribution. Donations of any size are 
welcome. 
 
Your hostess chapters – (Chapter letters and city designations) - are working hard with the Convention hotel to 
keep costs low. The Marriott has lovely new décor and great food. We urge you to spend the night. Not only 
will you be on site for all the activities and save driving time and gasoline, it will help us meet convention 
expenses. Please get a roommate and come! 
Lovingly in P.E.O., 
(Electronic signature of general chairman)  
(Name of general chairman and chapter letter)  
General Chairman (Telephone number and email address) 
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APPENDIX 7 

SAMPLE CONVENTION REGISTRATION FORMS (3 pages) 
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APPENDIX 8 
Sample Facilities Equipment and Materials Request Form 

 
 
 
 
 
(year) Convention of New Jersey State Chapter 
                  February (year) here 
(Sample) Equipment and Materials Request Form 
Dear Sisters: 
Convention (year) is (dates of convention). It is not too early to think about the equipment and/or materials that 
you will need. Please let us know what you will need for your activity or display. If you are responsible for more 
than one area, please fill out a separate form for each and return the completed forms by March 1, (year) to: 
Name of Facilities Chairman  
Street address  
City, State, Zip code 
Telephone number and email 
address___________________________________________________________________ 
 
NAME: 
_________________________________________________________PHONE________________________
__ 
EMAIL:__________________________________________________________________________________
________ 
Days Needed: Thursday__________________ Friday__________________ 
Saturday____________________________ 
Fill in appropriate line: 
PROJECT OR COMMITTEE 
___________________________________________________________________ 
Project committee chairmen;  please reserve a table for Saturday lunch for your speaker and committee 
through, (Name of Chairman of Hospitality), at (telephone number and email address) 
WORKSHOP/OTHER______________________________________________________________________
_________ 
ROOM SET-UP NEEDED (i.e., classroom or theater 
style)__________________________________________________ 
________________________________________________________________________________________
_________ 
MATERIALS NEEDED:                                                                                                       NUMBER NEEDED 
Rectangular   or   Round    Table    (circle one)       _______________ 
Floor Easel (may be tripod style so you may need a stiff backing for anything placed on it) _______________                 
Standing    or    Podium    Microphone    (circle one)       _______________ 
Lectern             _______________ 
Riser             _______________ 
Chairs             _______________ 
Extension Cord(s)          ________________ 
Other Items Not Listed______________________________________________________________________ 
Thank you very much for your help!  
Name of Facilities Chairman 

Current logo 
placed here 
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APPENDIX 9 
Sample Convention Donation Form 

 
 
 
 
P.E.O.  
Convention of New Jersey State Chapter 20__  
Donation Form 
 
Share the T.L.C. of P.E.O. by becoming a sponsor of the 20__ Convention of the New Jersey State Chapter! 
 
Honor a special friend or a chapter sister.... 
Remember a sister who has entered Chapter Eternal....  
Make a contribution because you love P.E.O..... 
 
All donations will be used to defray the expenses of convention. Contributors will be acknowledged in the 
convention program. Please list how you would like to be identified and add a message if you wish, e.g., “In 
memory of...,” In honor of...,” “A friend,” “Company Name.” 
 
Name     Phone No.    Message (optional) 
 
 
 
 
 
 
Please send your check payable to “P.E.O. NJ State Chapter Convention” to: 
 Name of contact (Finance chairman)  
 Street Address  
 City, State Zip Code 
 
Donations must be received before April 1, 20__, to be listed in the convention program. 
Thank you for your generosity. 

 
Insert Logo 

Here 
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APPENDIX 10 
(SAMPLE) REPORT OF VISITOR REGISTRATION 

                                          Friday                     Saturday*                      Total  
Number of New Jersey Visitors                  ________               _________                  _________ 
 
Number of Out of State Visitors         _________              _________                  _________ 
* In this column report only those visitors who registered Saturday. When presenting Report of Visitor 
Registration give daily figures first and then totals. 
OUT OF STATE VISITORS 
 
NAME 

 
CHAPTER, CITY,  
AND STATE 

 
RELATIONSHIP TO NJ 
MEMBER 
 

 
POSITION IF 
OFFICER OF 
ANOTHER STATE 
 

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 


	Convention Handbook-NJ State Chapter
	Table of Contents
	Section 1 - GENERAL INFORMATION  
	Section 2 - DUTIES of CONVENTION OFFICERS  
	General Chairman Duties
	Assist Chairman Duties
	Finance Chair Duties
	Assist Finance Chair Duties
	Secretary Duties

	Section 3 - DUTIES of CONVENTION COMMITTEES 
	Supply Committee Duties
	Decorations Committee Duties
	Entertainment Committee Duties
	Facilities Committee Duties
	Hospitality Committee Duties
	Visitor Registration Committee Duties

	Section 4 - CONVENTION COORDINATOR
	Convention Coordinator Duties
	Monthly Schedule
	Sample Letter to Hostess Chapters
	Saving for the Year Your Chapter is a Hostess 
	3-Yr Meeting Schedule
	Duties-Chair & Committees
	Tax Status Info
	Guidelines-Interview with Convention Sites
	Site Evaluation form
	Anticipated Needs for Convention
	Convention Hall Room Layout

	Section 5 - APPENDICES
	Appendix 1 - Invitation to Convention
	Appendix 2 - Committee Assignments
	Appendix 3 - Responsibilities of State Officers, PSPs & Standing Committees
	Appendix 4 - Financial Responsibilities for Convention 
	Appendix 5 - Convention Budget format
	Appendix 6 - Sample Invitation to Convention Letter
	Appendix 7 - Sample Registration Forms
	Appendix 8 - Sample Facilities-Equipment Request Form
	Appendix 9 - Sample Convention Donation Form 
	Appendix 10 - Sample Report of Visitor Registration




