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3 OVERVIEW 
 

 

The Department of Communication at California State University, Fresno hosted the 2011 Western 
States Communication Association Convention in Monterey, California. Though it was a learning 
process, we had a wonderful time preparing for and working during the Convention. As such, we 
decided to “revamp” the previously written 2005 Local Host Guidelines to accommodate any 
changes/updates that have been made and to provide recommendations from our experience. 

Have a wonderful Convention! 

 



4 CONVENTION THEME 
 

 

The theme of the Convention can play a pivotal role in the cohesiveness and ease of its planning. If 
possible, the Local Host should delegate a person to be in charge of the design and theme at the start 
of planning. The logo, font, and color scheme should be determined prior to making any public 
documents. These two steps can relieve stress and anxiety when it comes to the creation of any of the 
Convention documents.  
 
The Department of Communication at Fresno State took the following steps to create cohesiveness for 
the theme of the Convention. First, we had a student graphic designer on campus design the logo at 
no cost. Second, we used it on all preliminary letters and documents during the planning of the 
Convention. Third, we used it on the nametags, signs, and program cover (if the President Elect 
approves its use). Taking these three steps ensured an easily cohesive theme. 
 

Sample attendee name badge with logo, color scheme, 
and font theme 

Sample 20” x 30” convention sign that served as 
extra guidance  

Sample welcome banner displayed at the 
registration desk 

Sample marketing device with 
coordinating theme 



5 REGISTRATION  
 

 

The Local Host is responsible for ensuring that the registration process goes smoothly for all pre-
registered and on-site registering Convention attendees. Here are some suggestions that will help prior 
to the actual February registration:  
 
§ Decide what each registration packet will include. Some items are optional, such as a fliers on 

local attractions, events, and restaurants. However, the following items must be included: 
registration receipt, name tag, luncheon ticket (if paid for), program, and ribbon. Note: registration 
receipts, ribbons, and programs will be provided by the Executive Director. Be sure to put the 
name of the registrant on the outside of the packet. Also note that the local Visitors Bureau will 
provide local promotional materials including maps, etc. You may want to include some of these 
things in the registration packets (although not everyone will be interested in having them) or you 
can put them on one of the registration tables.  

 
§ Purchase 9” x 12” manila envelopes or folders (about 900), name tags (about 900), and name tag 

holders. The envelopes will be used to make the registration packets. Campus organizations may 
give you some of these things if you ask them.  

 
§ Designate a day for all the student and faculty volunteers at your institution to meet for a “stuffing 

party” to place all the materials for pre-registrants in the manila folders. This should be done prior to 
the Convention. Don’t forget to make generic packets (that don’t include nametags, receipts, or 
luncheon tickets for those who register on site). 

 
§ You will need approximately 9 registration workers at the registration table during most days. Be 

sure to train them prior to the Convention. Have them practice with forms, machines, difficult 
people, weird questions, “no badge” people, etc. Part of this training should be coordinated with 
the Executive Director’s assistant.  

 
§ Registration workers must be recognizable in some way. They should all wear bright colored school 

t-shirts or an identifiable object so they can be located during the Convention. Making staff t-shirts 
have been successful in the past. This needs to be done through donation or a wholesale license 
first! Do not purchase these at retail prices. Suggested vendor: Island Imprints in Fresno CA; 559-240-
7963; Kimberly@islandimprints.net. 

 
§ If you raise enough money, think 

about purchasing Convention 
tote bags in which to put 
registrants’ manila envelopes, 
maps, local attraction and flyers. 
Also think about purchasing 
souvenir pens and/or water 
bottles to include in the tote bags. 

 
§ Secure tape, staplers and staples, 

paper clips, scissors, pens, blank 
paper for last minute signs, 
scratch pads for notes, markers, a 
color printer, and lots of ink.  

 



6 REGISTRATION  
 

 

 
§ Make sure there is a restaurant information flyer with a wide range of choices from “inexpensive 

and within walking distance” to “elegant and a cab ride away.” Asking the members of the Local 
Host Committee for their favorites and including a brief description of each works well.  

 
§ Make a list of Communication departments in the WSCA from which to recruit potential workers for 

registration in the Spring semester. This list should include at least 15 institutions and have at least a 
contact name and email address. Write a request soliciting people to work the registration desk.  

 
§ Make signs for everything. Some signs can be pre-printed (see below for list), but other signs will 

have to printed on site. Also ensure there are signs pointing to registration and signs above and on 
each registration table stating where pre- and on-site registration occurs. When in doubt, put up a 
sign! Have lots of easels/tripod stands available; the hotel should supply them for a nominal fee. 
Also have lots of blank signs and poster board. Put signs for program changes both on the door of 
the rooms involved and on a board in front of the registration desk. Set up a sign right in front of the 
registration desk for room changes, program cancellations, etc. You will need one sign for each of 
the following:  

 
Convention Mixer (or Sock Hop)   Newcomers’ Reception 
Executive Club's Dinner    Graduate Programs Open House 
Convention Luncheon    President’s Reception 
Undergraduate Scholars Research Conference (USRC) 
 

We suggest ordering posters from Costco (size 20” x 30”, $8.99 each) and attaching them to foam 
boards (it’s much cheaper this way!). 

 
§ If it is important to you that the registration area look nice, purchase matching boxes in which to 

place the registration folders. Tape signs to the boxes that indicate the first letters of the last names 
of the registrants located in that specific box. For example, one sign may read, “A-Bi” or “Bo-Ce.” 

 
§ Ask about the number and location of electrical outlets prior to the Convention. You may have to 

bring extension cords and multi-outlet power strips. 
 
§ If you are ordering t-shirts for the Convention participants to purchase, be sure to order plenty of 

larger sizes. Many people will ask for XL, 2XL, and 3XL.  
 
§ Have volunteers and workers familiarize themselves with the hotel and rooms since registrants will 

ask them where rooms are and how to get there. 
 
§ Buy or make luncheon tickets. Have at least 800 tickets. Designate a person to stand in front of the 

door at least 30 minutes before the luncheon begins to ensure no one goes inside.  
 

§ Designate a person to be in charge of handling all the exhibitors at the registration table. Put this 
same person in charge of contacting the hotel to ensure all the packages that were shipped to 
the hotel by the exhibitors are underneath their tables before they arrive.  

 
§ Be sure that registration packets are made for Convention exhibitors in advance. The organizations 

and contact names can be obtained from the Executive Director. Their packets should include the 
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same information as the packets for the Convention attendees, but do not have to include 
luncheon tickets. 

 
§ Get a copy of the hotel contact, meeting space diagrams, hotel outlets (restaurants, etc.), 

Convention resume (the schedule at a glance as well as all the details), detailed schedule of 
events, and the banquet event orders. Put all this in a notebook. This may look at first look like more 
than you want to know, but it is invaluable later when problems arise or people have questions. 

 
§ Many people will register on site. Contact the Executive Director to organize the logistics of on-site 

registration. As stated previously, create generic packets for on-site registration. If the on-site 
registration line becomes long, designate a volunteer to write down the names of those in line so 
their nametags can be made while they wait. Further, for those needing to register on site, you will 
have to:  

 
o Verify membership and hand out registration forms (and memberships forms, if 

needed). The Executive Director will send you a membership roster so you can check 
membership.  

o Take the completed registration forms (and membership forms, if needed) and 
payment from the registrant. Then attach the cash or check to the registration form. 
Also note the type of payment on the registration form.  

o Provide the on site registrant with a receipt, registration packet, and a name tag. 
 
§ Note that registration times may change each year, but Saturday and Sunday tend to be the 

busiest registration days.  
 

 



8 AUDIO-VIDEO EQUIPMENT  
 

 

The Local Host is responsible for providing the audio-video (A/V) equipment requested by the 
President Elect for programs and panels. A/V equipment may come from the Local Host’s school, the 
hotel’s in-house A/V provider, and/or independent contractors. As the cost associated with external 
providers is generally exorbitant and $10 from each Convention registrant (excluding student and life 
members) is allotted to cover expenses, it is suggested that the Local Host arrange (at least two 
months prior to the Convention) to secure laptops, projectors (LCD video and still image), and display 
screens from her/his school’s IT department. If the Local Host’s school cannot provide the necessary 
equipment, shop around early to secure the needed equipment. Often, the hotel or in-house A/V 
provider may offer discounted prices. It is suggested that hotel policies regarding the use of non-hotel 
equipment are reviewed, as some hotels do not allow the use of outside equipment. If possible, the 
Local Host should put together an A/V Team to handle all audio-video tasks and issues. 
 
Convention Policies 
1. Any program that can provide its own equipment (including cables, projectors, screens, etc.) is free 
to do so, provided local union rules do not prohibit such use. 
2. No A/V equipment of any kind will be provided to a program that fails to meet published deadlines 
for requesting equipment. The deadline to secure equipment is the same as the deadline for program 
proposals. 
3. Workshops and pre-Conferences that absolutely require A/V equipment must expect the cost of 
renting such equipment to be built into the fees for the session. 
 
Equipment Security 
It is highly suggested that the A/V Team Leader secure 
accommodations at the event hotel. It is the 
responsibility of the Team Leader to secure all 
equipment at the end of each day. In cases where no 
secure location is provided by the hotel, the Team 
Leader should secure all equipment in her/his hotel room 
until needed the following day.  
 
Here are some more helpful hints regarding equipment 
for the A/V Team Leader and/or Local Host:  
 
• Depending on the size of the venue, arrange with the 

President Elect or person in charge of event scheduling to schedule sessions requiring A/V to be in 
the same rooms. Keeping the equipment in the same rooms over the course of each day will 
reduce set-up and break-down times and will allow for handling contingencies more efficiently. 

 
• Despite Convention policy, be aware that some Convention participants will not arrange A/V 

services ahead of time and will scramble to secure services. Be polite, smile, and accommodate 
them as best as possible. If no accommodation can be made, be friendly but firm. You are as 
much a face of the Convention and a representative of the Local Host as any other member of 
the Convention team. You may refer the Convention participant to the venue’s in-house A/V 
department. They are free to arrange outside equipment at their own expense.  

 
• Be sure to prepare for inconsistencies in the Convention rooms. Due to the placement of soft walls, 

it is highly recommended that the A/V team arrive prepared with 50-foot extension cords for each 
equipment set-up, as well as multi-outlet power strips and duct tape to safely secure cabling. Upon 
arrival, secure cabling ahead of time, as this will take up the majority of set-up time. Also, contact 
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the hotel’s banquet services to arrange extra tables to accommodate projectors because A/V 
carts are generally not provided by the hotel. Remember that projectors have limited adjustment 
mechanisms, so be prepared to use blocks or other apparatuses to raise projectors to the 
appropriate height.  

 
• Be aware that Convention participants might rearrange equipment or try to move equipment into 

other rooms. Between sessions, verify proper set-up for each room requiring A/V to verify utility and 
operation. Between sessions, remain available near A/V dependent rooms, as you may be 
needed as an usher, director, or A/V troubleshooter.  

 
• All members of the A/V team should remain in contact with the Local Host and the President Elect 

in case there are any sudden changes in scheduling or other necessary alterations. In the case of 
special programs that require hotel equipment (i.e. internet connections, microphones/podiums, 
etc.), be sure to work closely with the in-house A/V team to test for all contingencies (sound 
boards, multi-line systems, etc.) as well as communicate with presenters who plan to use these 
types of equipment.  

 
Post Convention Duties 
Following the close of ceremonies, it is the responsibility of the A/V Team Leader to secure all 
equipment and assure that it is returned to the source provider. Remain in contact with the Local Host 
to verify that all equipment is accounted for. Be sure to write thank you notes to everyone who 
contributed to your success.  



10 SPECIAL ACTIVITIES  
 

 

The Local Host is responsible for planning special activities for Convention participants. The 
Department of Communication at Fresno State recommends planning two activities during your 
Convention, to occur the Saturday of the Convention. These activities can include, but are not limited 
to, a wine tasting tour, a special tour of the Convention city, a golf tournament, or a ski trip.  
Remember, special events are the means of putting a local stamp on the Convention.  
 
Here are a few tips that can help as you plan: 
 
§ Make sure you require preregistration of participants. Also make 

the registration fee nonrefundable unless the event is 
cancelled.  

 
§ Registration for the activities can be added to the online 

registration form. Be sure to ask the Executive Director to do this. 
 
§ When planning your event, consider the weather. Will registrants 

want to be outside if it’s raining? 
 
§ Make one or two special events information flyers to advertise 

the activities. These should be given to the Executive Director 
by October 15. 

 
§ Consider the size of the special activity or event and have a 

contingency plan if only a small number of people sign up for 
the event. Also note that many Convention attendees will sign 
up the day of the event.  
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The Sock Hop occurs the Sunday night of the Convention from 9pm – 1am. Most Convention 
registrants attend and it is one of the highlights of the Convention. As you plan, consider some of the 
following: 
 
Budget  
Always ask for the out-the-door (total) cost of everything when getting estimates. Also, be sure to ask if 
there is anything else that a particular vendor needs to accomplish the particular task. Ask how long 
the estimates are good for when getting them. Make sure to get contracts or updated contracts from 
vendors for every final choice. Don’t be afraid to negotiate. And always consider that there are 
usually taxes and service charges for everything. 
 
Venue 
Based on 300 people with a 5,000 square foot room: 
The following questions are important: In what room will the Sock Hop be held? What is the square 
footage/dimensions? Can they send you a menu? Is there a bartender fee? Can this be waived? 
What is the suggested layout of the room?  
 
Potential costs. What is included at no cost? Below is a list of necessary and optional items for event: 
 
Necessities. You will need a dance floor approximately 25’x25’, water stations, cash or no-host bar, 
and power supply for entertainment. 
 
Luxuries. Try to get tall cocktail tables (approx. 10), seating for approximately 80, food/snacks or other 
refreshments, tablecloths, decorative touches, additional tables, eating or drinking utensils, trash cans, 
napkins, and staging for the entertainment.  
 
Recommendations. Try to have most discussions via email so that you have documentation of all 
agreements. Explicitly ask what is included and what will cost extra. Ask what will be held in the room 
before/after the Sock Hop; you may be able to use some of the equipment or at least split the cost. 
Get a timeline. Also, don’t provide seating for everyone; it will discourage people from dancing.   

 
D.J./Band 
Be sure to ask the following 
questions:  How much for a 4-hour 
event? What is the deposit? If not 
local, do they require traveling 
expenses (i.e. gas, food, hotel 
accommodations)? Do they need 
a deposit to reserve the date?  Do 
they have all of the necessary 
equipment (i.e. instruments, 
speakers, electronic equip.)? What 
type of power supply is needed? 
Do they have any other special 
requirements or requests (i.e. 
dressing room, private bathroom, 
meals, beverages, a stage, or drum 
riser)? Do they have insurance? Do 
they have a contract or will you need to write one? What do they do during breaks? How many 
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breaks will be taken and for how long? Do they provide music for break times or will you need to? How 
long do they need for set-up and sound check? Do they have a good selection of music on their 
playlist? What will they wear? 
 
Potential Costs. Don’t forget about traveling expenses for the DJ or band, which can include gas, 
food, multiple hotel rooms, bottled water or other beverages. Also ask about the power supply 
provided by the hotel and any additional fees or taxes. If the hotel requires insurance, you may be 
charged for this.  

 
Recommendations. Get all of the special requests in writing and determined before any negotiation 
on fees for services. Try to choose a local band, hotel rooms for the entire band can easily cost $500 or 
more. Use things like YouTube to view bands and their performance style. Make sure they have a good 
selection of music from the past 30 years. Make sure you know for certain what you can provide 
before agreeing to anything. Just because the band makes a request does not mean they will not 
perform without it. Try to get hotel rooms at the WSCA rate if possible. Remember that there are usually 
additional hotel and parking fees, as well as taxes, added onto the final hotel bill. Get the total before 
you book. If the band requires a meal, get details on the meal. Keep the music clean. This list is not 
exhaustive and each band will vary considerably.   
 
Food (Optional) 
Consider the following: Will the hotel allow outside food? Will the hotel allow outside cakes? What is 
the cake cutting cost? What are the prices on the hotel menu? Will the hotel create a special cost 
effective menu for you? 
 
Potential Costs. If using any food from outside the hotel, the hotel will likely charge additional fees. 
There is usually a 20% service charge fee as well as sales tax added to the original price. You should 
also want to tip the servers who help for the evening. 
 
Recommendations. A dessert menu may be more cost effective. Price everything out based on 100 
people. Make sure to have at least 2 or 3 water stations for people. Don’t be afraid to tell the hotel 
your food budget and see if they have any suggestions. 
 
Décor 
The budget will determine if there is any room for décor, but there are some suggestions to make it 
look nice. Will the hotel make it look nice without any additional cost? Will they provide tablecloths? 
What will be the layout of the room? 
 
Final Tips 
Make sure that the bar can take credit cards or that there is an ATM nearby. Make a poster for the 
Sock Hop and start promoting it on the first day of the Convention. Be sure to get out on the dance 
floor and dance with others. You help to set the tone for others. You may also need to budget for tips. 
Try to learn everyone’s name that is with the hotel. Always be very polite and smile. They will be more 
likely to help with any last minute needs. Also, if any staff member was particularly helpful, always 
mention her/him by name in your thank you letters. Have a clear timeline for you, the hotel, and 
entertainment. Know when everything will be set up, when you can get in the room and make any 
changes, and when the entertainment can get in the room. If all goes according to plan you will be 
able to enjoy the party with everyone else. After the party, make sure there are others to help with any 
final tear down. If you need help, request it in advance. Have fun! 
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The Convention can be enhanced by local media coverage of selected events of general interest. 
The general steps promoting the Convention include the following: 
 
Prior to the Event 
§ Collect information from the President Elect regarding program items of general community 

interest, especially the keynote speaker if appropriate.  
 
§ In order to help advertise the event, select local media outlets, like radio stations, newspapers, 

magazines, and television stations.  
 
§ Prepare three press releases prior to the Convention and distribute them to local media outlets in 

advance of the event.  
 
§ Advertise and promote, with rigor, the event at your institution. 
 
§ Construct a Facebook page in order to publicize events and post pictures to help create a strong 

interest in the event. 
 

§ Arrange for interviews with Convention participants the media might be interested in contacting. 
 
§ Write two “puff pieces” that highlight the event location and briefly explain local attractions and 

any special activities that are being planned for the convention. These pieces should be 300-500 
words and will be included in the WSCA newsletter. Don’t forget to include pictures! 
 

§ Locate and organize volunteers to be ushers for the various sessions. (See below for detailed usher 
instructions.) The ushers will be used to count the number of people at each panel and workshop, 
and will also provide summaries of sessions to aid with the “puff pieces.” 
 

During the Event 
§ Provide training and supervision for the ushers and complete any ushering duties not covered by 

volunteers. We recommend having at least four ushers for every panel/paper presentation time 
slot. 
 

Usher Guidelines 
The ushers’ main responsibility is to get a head count at each panel/workshop. Record your panel and 
head count numbers so they can be reported back to the registration desk. Once a head count has 
been established, please observe 10-15 minutes of the panel/workshop and write 2-4 sentences about 
what is being discussed (this should be something more than the basic name and summary in the 
Convention program). Then move on to your other assigned rooms, being sure to leave yourself 
enough time to get to all of them before the end of the session. 
 
*When entering and exiting rooms, please be discrete and take care that the door closes quietly. Also, 
please make sure your cell phone is set on silent. Ushers should also: 

 
§ Locate interviewees and ask prepared questions. 
§ Take many pictures of sessions, registration, special events, etc. 
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After the Event 
§ Send thank you notes to anyone who helped. 
§ Write two articles, summarizing the highlights of the Convention, to be published in the WSCA 

Newsletter.



15 
FINANCES AND 
SPONSORSHIPS 

 

 

The Local Host assumes the costs for the Convention and is responsible for all financial gain or loss for 
their arrangements. Revenues include the following:  
 
§ WSCA provides $650 in seed money. 
 
§ 50% of the fees from exhibits and printed convention program announcements sold by the ED.  
 
§ 100% of the fees from local convention program announcements sold by the Local Host. 
 
§ Sock Hop sponsorship from contracted publisher (usually $1000; currently sponsored by Taylor & 

Francis). 
 
§ $10.00/person from Convention registration for audiovisual equipment (Note: includes 

regular/contingent members and regular/contingent nonmembers’ registrations). 
 
§ 100% of Local Host generated sponsors/donations. 
  
Exhibitors 
The Local Host is not responsible for soliciting or managing the exhibitors, however it is helpful to know 
the prices in the event you are asked by a publisher. Convention exhibit fees (which include 
convention registration) are as follows: one table = $185, two tables = $320, three tables = $430. 
 
Printed Convention Program Announcements 
There is no page limit for announcements. Announcement sizes are based on 8.5” by 5.25” page size 
and should be no larger than 7 ½" by 4 5/8" for a full page. WSCA sells full page and half page 
announcements to publishers.  
  
2011 Convention Program Announcement Prices 
§ Premium 1 (back cover of the convention program), $300.  
 
§ Premium 2 (inside front cover; full page), $375.  
 
§ Premium 3 (inside back cover; full page), $350.  
 
§ Interior Full Page, $300.  
 
§ Interior Half Page, $265.  
 
Sock Hop Sponsor 
Each year a publisher sponsors the Sock Hop (typically $1000). This sponsorship is determined several 
years in advance and a contract is in place ensuring the partnership. Contact the Executive Director 
to confirm the publisher. The Sock Hop should be named after the sponsor. 
 
Local Host Generated Sponsors/ Donations 
Sponsors and donations can be solicited by the Local Host. The ED will contact publishers for the 
exhibitor booths, but a separate sponsorship can be solicited by the Local Host. Past hosts have had 
success with naming one of the special activities after a sponsor in exchange for sponsorship. For 
example, in 2011 the wine tasting activity was named the “Bedford/St. Martin’s Wine Tasting Tour.”  
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The Local Host should determine various levels of sponsorship (Gold, Bronze, Silver), the amount that 
will qualify for each level, and the corresponding benefits for the sponsor. Additionally, a prospective 
sponsor letter and receipt form should be created to inform potential sponsors of the purpose of the 
convention, and convention details. This form will need WSCA’s Federal Tax ID number, as the sponsor 
will need this for tax purposes (Federal Tax Id number is 87-0541498). Examples of these documents are 
included in the Appendix.  
 
A database should be created to keep track of all potential sponsors. Keep detailed notes on the 
company, contact person, phone number, email address, and mailing address. These records will be 
helpful to you when you go to write the thank you notes. A suggestion is to create an Excel file on 
Googledocs to allow multiple people to view and update the contact list. A digital copy of the 
previous sponsors and their contact information can be obtained from the previous Local Host. Please 
update this database and have it ready to send to the Local Host that follows you. It is helpful to keep 
a binder with copies of every sponsor check and receipt form. As soon as the Local Host receives the 
check, the sponsor should be contacted and first thanked for the sponsorship, but also notified that 
the check has safely arrived. Thank you notes should be sent to all sponsors after the Convention. 
 
Expenditures 
A budget should be created to accommodate the following expenses: Registration materials, audio-
visual equipment, Sock Hop expenses (DJ or Live Band, hotel accommodations for band, decorations, 
snacks), two planned special activities and transportation, cash for tips, food for registration workers, T-
Shirts for registration workers, T-Shirts to sell to registrants (optional), and a Banner for Sponsors 
(optional). Create one database of all requested items/ prices. Prioritize this list based on the most 
important/ key items. Again, a suggestion is to use an excel file on Google docs to allow several 
people to access and view the document as necessary. Details of the previous LH account 
receivable/ account payable worksheet can be obtained from the ED. In order to help the LH that 
follows you, please plan on having this document ready post convention. 
 
Financial Procedures  
As you receive sponsorship checks, you will have two main options for depositing them. First, you can 
ask your Department to open a checking account through your institution, but be sure that your 
institution’s foundation does not keep a certain percentage of the profits. A second option is to mail all 
checks to the Executive Director (be sure to make copies of all checks before mailing them). The 
Executive Director will have to be contacted each time a check needs to be written to pay a vendor, 
which should not take very long.  
 
The following is a third, but sometimes less feasible, option. If the host institution permits departments to 
open bank accounts off campus, and if you can find a bank willing to do so, you may be able to 
establish a bank account off campus.  If necessary, get a letter from the Executive Director describing 
WSCA’s tax exempt status as a 501(c)3 organization, listing the tax identification number, and 
authorizing you to use it. Set up a checking account as “WSCA-(place)” or “WSCA (date).” You will 
need the letter from the Executive Director authorizing you to open the account. Keep the tax ID 
number with the checkbook and use it for everything you buy so you do not have to pay tax. 
Alternatively, you may be able to run everything through your department. Note: this bank account is 
not maintained by WSCA and the signatories are not to be considered officers of WSCA 
 
Keep one financial binder and include in it: copies of all sponsor checks with company contact 
information attached, and copies of all receipts and expenditures. 
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Prior to the Convention 
The Executive Director will handle all on-site registration and will bring the credit card machine and all 
forms needed for registrants to pay onsite. 
 
Prepare all thank you notes for sponsors. As a suggestion, these can be prepared prior to the 
Convention so they are ready as soon as the Convention is over. 
 
Get cash for tips (you will need at least $300, mostly $10s, $5s, and $1s). Get cash for change (will need 
about $400 in $1s, $5s, and $10s).  
 
BE REALLY NICE to everyone who works in the hotel. Tip the Bell Captain when you arrive, and tip 
workers who do anything out of the ordinary for you as you go. While it’s true that the hotel charges 
18% (or more) service charge for the master account, sometimes little or none of that may “trickle 
down” to the workers. Tip at least $5 for each bell cart of stuff moved into/around/out of the hotel, $5 
for bringing and setting up an extra table, etc. The workers probably would be good to you anyway, 
but they will be there in a minute with anything you need at any time if you tip them from the 
beginning. If one of your workers needs to tip but has no money, they should get the name of the 
person, tell the person he or she will be compensated later, and bring the name and a description of 
the service to you. It is suggested that one person handle all tip money and documents who was 
tipped, why, and the amount given.  
 
Post Convention 
Send out thank you notes and be sure to write one to any hotel employee or person who was 
instrumental during the Convention. Write thank you notes to the hotel manager and Convention 
services manager, commending individuals by name.  
 
Provide the now President and the Executive Director with head counts for all programs if you have 
not done so already (this information will be obtained from the ushers).  
 
Pay bills and balance budget; send copies of final revenues and expenditures to the Executive 
Director as well as any additional or revised information for the Local Host guidelines.  
 
Digital Files 
Please plan on sending digital copies of the following to the Local Host that will follow you: 
 
§ Copy of accounts receivable/ accounts payable. 

 
§ Sponsor contact list (include contact information and amount sponsored). 
 
§ Sponsor forms. 
 
§ Any other documents you believe to be helpful.
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There are a few more things to consider that will make your Convention special. They are detailed 
below. 
 
Departmental Reception/Parties:  
Several institutions may contact you about having a reception or party at the Convention hotel. The 
Local Host solicits departments and is responsible for arranging these parties. The Local Host should 
contact the Executive Director for a party reservation code (provided by the hotel to ensure we 
receive credit for food/beverages purchased). The Local Host is responsible for providing this code to 
universities so they can make their own arrangements. 
 
Local Transportation 
Arrange a transportation discount from the airport to the hotel and if possible, from the hotel to the 
airport. Be sure to call around and choose the company that can provide the largest discount. Also try 
to include the days immediately before and after the conference. Include that information in the 
transportation information provided to the Executive Director by October of the year prior to the 
Convention. 
 
Discounted Tickets 
Secure discounted tickets or coupons to area attractions and events. These can be included in the 
Convention totes or placed on the registration tables.  
 
Volunteers and Student Workers 
• Be sure to give your volunteers and workers breaks—they will need it! 
 
• Students working registration may be comp-ed student registration (no luncheon) for working one 

3/3½ hour shift. Local Host faculty who have worked a reasonable amount of time during the 
Convention can be comp-ed for regular registration but should receive no luncheon ticket. A list of 
individuals assisting at the Convention should be sent to the Executive Director.  
 

Convention Program 
• If possible, proofread the program before it goes to the printer. Any errors you can catch will save 

you time and effort during the Convention. 

Registration 
• If you can afford it, have complimentary coffee/tea available during registration in the mornings. 

 
 



19 APPENDIX 
 

 

On the following pages are documents created by the Department of Communication at Fresno 
State that may be helpful to the Local Host as you raise money for the Convention.
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October 15, 2010 
  
Dear Prospective Sponsor, 
  
As representatives of the Department of Communication at California State University, Fresno (Fresno 
State), we are proud to announce that we will be hosting the 2011 Western States Communication 
Association (WSCA) Convention in Monterey, CA from February 18-22, 2011! 
  
WSCA is a not-for-profit 501(c)3 educational association of scholars, teachers, and students in the 
Communication discipline. We have members not only from the western United States, but also from 
all over the nation and from countries around the world. WSCA’s five-day Convention in Monterey, 
CA will involve approximately 750 students, faculty, and practitioners sharing close to 200 research 
papers, presentations, short-courses, debates, and discussions. The Convention is also an opportunity to 
recognize and reward outstanding contributions to the communication discipline, and particularly to its 
scholarship and teaching. 100% of your contribution will be help to facilitate this academic event! 
  
Your contribution will: 
  
• Unite students and faculty who have an academic or professional interest in Communication. 
• Provide transportation to the event for eligible Fresno State Students. 
• Support higher education in YOUR community! 

  
  
The attached sponsorship level form will provide you with more information. Please contact Dr. 
Marnel Niles by email at MNNiles@csufresno.edu or by phone at XXX-XXX-XXXX if you have 
questions or need additional information. 
  
Thank you for your support! 
  
Sincerely,  
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2011 Western States Communication Association Convention 
 

“Communication and Community” 
February 18-22, 2011 

Monterey, CA 
 

Will	  you	  invest	  TODAY?	  
 

Gold Sponsor ($1000+) 
One	  Convention	  Event	  Named	  after	  Your	  Company	  

Marketing	  Materials	  Included	  on	  the	  Registration	  Table	  
Digital	  Marketing	  Frame	  at	  Registration	  Table	  With	  Your	  Company’s	  Logo	  

PowerPoint	  Display	  at	  the	  Executive	  Clubs’	  Dinner	  
Logo	  on	  Convention	  Banner	  

Logo	  on	  the	  Convention	  Facebook	  Page	  
Flyer	  Display	  of	  Your	  Sponsorship	  Level	  

	  
Silver Sponsor ($500-$999) 

Marketing	  Materials	  Included	  on	  the	  Registration	  Table	  
Digital	  Marketing	  Frame	  at	  Registration	  Table	  With	  Your	  Company’s	  Logo	  

PowerPoint	  Display	  at	  the	  Executive	  Clubs’	  Dinner	  
Logo	  on	  Convention	  Banner	  

Logo	  on	  the	  Convention	  Facebook	  Page	  
Flyer	  Display	  of	  Your	  Sponsorship	  Level	  

	  
Bronze Sponsor ($50-$499) 

Digital	  Marketing	  Frame	  at	  Registration	  Table	  With	  Your	  Company’s	  Logo	  
PowerPoint	  Display	  at	  the	  Executive	  Clubs’	  Dinner	  

Logo	  on	  the	  Convention	  Facebook	  Page	  
Flyer	  Display	  of	  Your	  Sponsorship	  Level	  

 
Red Sponsor (Products) 

PowerPoint	  Display	  at	  the	  Executive	  Clubs’	  Dinner	  
Logo	  on	  the	  Convention	  Facebook	  Page	  
Flyer	  Display	  of	  Your	  Sponsorship	  Level	  
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2011 Western States Communication Association Convention 
February 18-22, 2011, Monterey, CA 

 

DONATION RECEIPT 
	  
Yes,	  I	  would	  like	  to	  invest	  in	  2011	  Western	  States	  Communication	  Association	  Convention	  
TODAY	  to	  create	  leaders	  TOMORROW!	  	  
 
Company	  Name:	  _____________________________________Contact	  Name:_______________________________	  
	  	  
Address:_______________________________________________________________________________________________	  
	  	  
City______________________________________________________________	  State_____________	  Zip_______________	  
	  	  
Email	  Address___________________________________	  Phone	  Number	  __________________________________	  
	  	  
Contribution Amount $_________________ 
	  	  

___ Gold $1000+	  	  	  	   ___ Silver $500-‐$999 ___ Bronze $50-‐$499	  	    
 
___ Red Sponsor Donation   
 
       Item________________________Value _________ 
 

Please	  make	  checks	  payable	  to:	  2011	  Western	  States	  Communication	  Association	  
Convention.	  
	  	  

Please	  return	  this	  form	  and	  payment	  to:	  
Dr.	  Marnel	  Niles	  

Department	  of	  Communication	  
5201	  N.	  Maple	  Avenue,	  M/S	  SA46	  

Fresno,	  CA	  93740-‐8019	  
	  

Questions?	  Please	  email	  MNNiles@csufresno.edu.	  
Your	  contribution	  is	  tax-‐deductible	  to	  the	  extent	  permitted	  by	  law	  under	  Internal	  Revenue	  Code	  section	  501(c)3.	  

Federal	  Tax	  ID:	  87-‐0541498	  
	  

Thank	  you	  for	  your	  partnership!	  
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Received:	  
	  
_______________	   	   ________________________________	  	   ________________________________	  
Date	  	  	  	  	  	  	  	  	  	   	   Received	  by	  	  	  	  	  	  	   	   	   Signature	  


