District Conference Checklist


· Legion Meeting Space
· Head table

· Podium

· Microphone (if necessary)
· Colors, flag stands, District Banner, & POW/MIA flag
· Bell and gavel

· Information table for Department use
· Registration table

· Sign in sheets & pens

· Coffee, water, juice & rolls

· Donation basket

· Adequate seating 

· DEC meeting space

· Raffle tickets and/or fundraising materials (if applicable)

· Change fund for registration and meal tickets

· Auxiliary Meeting Space
· Similar requirements as Legion Meeting - work with District President

· Hotel Rooms

· Room block

· Room rates

· Put information in Program and Call to Conference
· Banquet Space
· Catering

· Meal tickets

· Head table

· Podium

· Microphone (if necessary)
· Adequate seating

· Table decorations (optional)

· Local guests (Mayor, Council, Chamber, etc.)

· Legion guests (Boy Scouts, Boys State, etc.)

· Memorial Service (if applicable)

· Hospitality

· Location

· Put information in Program and Call to Conference
· Supplies

· Programs

· Allow time for printing

· Confirm guests

· Include hospitality and hotel information
· Include SAL
· Mail to each Post in your District

· Mail 4 copies to Department headquarters

· Mail copies to all guests

· Include directions to locations if necessary

· Meeting Script

· Make sure Program and Script match

· Customize for your conference

· Call to Conference

· Notification to Posts

· Notification to Department
· Invite SAL Squadrons to participate
· Check Constitution & By-Laws for time requirements (45 days prior, ect.)
· Mail copies to all guests

· Include directions to locations if necessary

· Confirm guests prior to conference
· Committee Reports – Contact all those scheduled to give reports and confirm their attendance.  If one is not attending, ask him/her to submit written report.
· Department Correspondence – Bring all correspondence which is pertinent to your Conference to present at the meeting.

· Supplies – Bring any supplies which you may need.  Paper, pens, notepads, tape, extension cords, tools, duct tape, etc.
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