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1. [bookmark: _Toc400738104][bookmark: _Toc403664660]The Big Timeline 

For the host parish, preparations for convention begin one to two years before the start of the event. The meeting venue has to be determined and convention hotel(s) found as soon as you know the date of your convention, usually the third weekend in October. The goal is to keep the cost as low as possible – that is quite a challenge in the larger cities in Europe. Block sufficient spaces in the convention hotel(s) 1-2 years in advance, depending on where you live. There will be approximately 80 participants to provide for.
The next challenge will be the dinner locations for the Bishop’s Dinner and the Social Evening. For the Bishop’s dinner the location has to be able to seat about 80 delegates plus your musicians and some of your church leaders who wish to attend. The Social Evening is a bit smaller (about 65), but still requires a fairly large restaurant. Contact your musicians for the dinners as well and make sure that they block these dates for Convention.
The third consideration is the churches for the opening service, morning prayers, Evensong and the concluding Holy Eucharist. If they all take place in your local church there is nothing to be done. If you want to rent a location be aware that here as well you have to book early (in Frankfurt, a year in advance might be already too late).
Next on your agenda will be the collection of ideas for the spouses and partners program and the building of your local Con. Con. Com. Team – that’s how we called it in Frankfurt.

Online registration
Calculate registration fee[image: ].Com Team
Build your Con.Con. Com. Team[image: ].Com Team

Call to Convention
Put convention info on your website



18 months                   12-6 months          6 months                     3 month      Convention
                           
2. [bookmark: _Toc400738105][bookmark: _Toc403664661]The Con. Con. Com. Team

The famous “Con. Con. Com.” stands for “Convention of the Convocation preparation Committee”. All kinds of talents should be present: 
Project manager and coordinator, treasurer and bookkeeper, designer, journalist, spouses and partners program supervisor, music director and your local priest. Also, someone to see that action items get done.

3. [bookmark: _Toc403664662]The Tasks
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4. [bookmark: _Toc400738106][bookmark: _Toc403664663]The Budget

The budget is calculated from all costs accumulated: rent of meeting venue, Bishop’s Dinner and Saturday evening social event, musicians, welcome bags, spouses and partners program, prints of service booklets and other handouts, and childcare.
This cost is the basis for calculating the registration fee which should ideally not exceed 200,-  EUR. However, in some places that might be hard to achieve. Try your best.
The registration fee for each delegate will be paid by their home parish. Special guests, COMB, CofA, EICS, Youth Commission and the speaker will be covered by the Convocation unless they are delegates as well.
Spouses and partners pay for the Bishop’s Dinner and Saturday Social Dinner only. 
Consider a reduced registration fee for youth delegates as they might attend only part-time. 
Hotels will be paid individually and reimbursed later on by the parish or Convocation.
It is advisable to create a separate account for the Convention only. All registration fees will be transferred directly to this account and down-payments for localities can be done from here. If necessary, you may receive a 5000,00 EUR advance (contact Sophie Plé). The advance will have to be paid back after Convention. Also if you make a profit it has to be paid to Convocation. 
A comforting word from our Bishop Pierre: 
”Should the parish actually lose money on the event, the Convocation would reimburse the loss. However, solid planning should eliminate that.“
5. [bookmark: _Toc400738107][bookmark: _Toc403664664] New Online Registration

For the Convention in Frankfurt we used for the first time online registration with Constant Contact.  The easiest way to produce it would be to copy the old form and adapt it to your needs.
To create the registration form the following fields should be present:
Title of the form: The Annual Convention of the Convocation of Episcopal Churches in Europe
Personal Information
Can be copied and used as it is: Title, First Name, Last Name, E-mail Address, Address 1, City, Zip Code, Country, Cell Phone, Parish/Mission/Organization or Affiliation.
Host Information:
	THE CONVENTION REGISTRATION DEADLINE IS 20 JULY 2014.

	Your host this year is the <name of parish>, <street>, <ZIP> <city>, <country>; e-mail: <e-mail address>.

Meeting venue if different church address, enter same data as above for the venue.

The registration desk will open on Thursday, .. October at 10:00 AM.

	You can find more information and updates on Convention 20.. on <parish> website: <URL>. Additionally, a Facebook page -- Convention of the Convocation 20…<city> -- has been created for the event. You do not need a FB account to view the page. If you have a FB account, we recommend that you “like” the page.



	Name Tag Information

	Name as you would like to appear on your name tag:
	



	Participating in Convention


	Meals: 

	We suggest the selection of standard, vegetarian, vegan, gluten-free, lactose-free, other (please specify). 
Multiple selections possible. 


	Housing:  
	Only necessary if you blocked a convention hotel. Here goes the description of rooms available.
Delegates should enter arrival and departure dates!

	
PARTICIPANT REGISTRATION FEE:    

Delegate     x EUR                     Youth Delegate    y EUR                 Spouse/Partner   z EUR

The registration fee covers the following expenses: registration; coffee breaks; lunch on Friday and Saturday; the Bishop’s Dinner on Friday evening; and the social dinner on Saturday evening. Please note that lodging, as well as transportation to and from the Convention, are not included in the registration fee. Please indicate below who is responsible for paying for your registration fee: (yourself, your parish, a committee, other)

	

	Payment can be made by bank transfer to <parish>: IBAN________________________  , BIC _______________
DEADLINE FOR PAYMENT OF THE REGISTRATION FEE IS ________________.
YOUR REGISTRATION IS NOT COMPLETE UNTIL YOUR PAYMENT HAS BEEN RECEIVED.

	
	

	 

	Please feel free to delete the „Not Participating” part. This has always been part of our registration form, but it is also very confusing.

Instead, if a delegate brings a spouse or partner he or she should enter the name, e-mail and checkmark the Spouse/Partner fee as well. 

Frankfurt experienced that the information given here proved to be utterly unreliable, be it dinner participation or participation in offered programs. 50 % of spouses never registered anyway. Our special sign-up sheets were much more helpful.

Please feel free to contact the Convention logistics team (Richard Cole, Sunny Hallanan, Monica Mueller-Roemer) if you have any open questions concerning the online registration form and changes you would like to make. That’s what we are here for.



[bookmark: _Toc400754527]A map is included in the form and can show the location of meeting venue or your church respectively. Also, enter the e-mail of the person who will receive all incoming registrations in their mailbox and who will answer any questions coming from the delegates.

6. [bookmark: _Toc403664665] Meeting Venue and Hotels

If you have to book meeting rooms and a Convention hotel, do so as early as possible. The big timeline suggests well over a year in advance.  You can expect about 70 delegates and 10 spouses/partners. Don’t forget:
· Projector, microphones, screen
· Space for display tables
· Small rooms for work groups (this year there was 6 groups!)
If everybody takes care of their own accommodation it is enough to provide a list of nearby hotels and maybe get a good group deal if booked until …
This list goes to Richard Cole and he includes it in the call to convention.

7. [bookmark: _Toc403664666]Meetings of COMB and Council of Advice

Usually COMB and CofA meet the day before the start of Convention. Be aware that these groups need meeting rooms and a restaurant suggestion each for the evening. We had quite a number of people arriving early in Frankfurt.
Also, the new CofA will meet on Sunday before the Holy Eucharist. Coffee, tea and some cookies will be appreciated.
8. [bookmark: _Toc403664667]Dinners and restaurant selection

Wednesday: COMB and CofA need tables in nearby restaurants.

Thursday: Clergy and Spouses (30-35) and dinner for the delegates
Reservation for the clergy and spouses dinner is necessary; possibly a menu has to be pre-selected. Do they take credit cards? The Bishop will pay for this dinner.
New In the past delegates had dinner on their own on this night.  They were provided with a list of good, nearby restaurants. In Frankfurt we thought that this was not very hospitable and parishioners including vestry accompanied those who wished to go somewhere together. Reservation of a table for about 25 people is necessary.

Friday: Bishop’s Dinner (separate room for 80 to 100 people)
In the centers of our cities prices for these large places are out of budget, so you’ll have to compromise with transportation means and their cost, time of transfer and cost for menu. Opening with a glass of champagne or an aperitif is nice, as usually the musicians will not perform until everybody is settled. Organize your musicians quite early as well and enjoy all the test-eating sessions. For this dinner we had an all-inclusive price for everything including tip.

Saturday:  Social Dinner, possibly with an option to dance.
This dinner may be a lot simpler than the previous evening. Ideally offer something typical for the region. If there is space, you may have music for dancing. Also, this is the evening of the book raffle. So a table for the book display should be available. Here we had an all-inclusive menu including one drink. Everything extra had to be paid separately by the attendees. We want to be good stewards after all.

Sunday: Lunch after Sunday Eucharist.
Fingerfoods are fine or – if you have plenty of space – a cooked meal is appreciated as well.
Prepare lunch-bags for those who have to leave early to catch a train or a plane.

For all dinners: please inform the restaurants when you discuss the menus of all special food needs (vegetarian, vegan, gluten-free, lactose-free, no fish and so forth).

Also, with registration have sign-up sheets available for all dinners, so that you can call the restaurants ahead of time about the number of expected guests.
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Yes, that’s how it is …
9. [bookmark: _Toc403664668]New Childcare

Be aware that it might be requested that you provide childcare for delegates with children.  Our goal is to make it possible for parents to be delegates as well.
10. [bookmark: _Toc403664669]Worship Services

The services have to be prepared in advance and discussed with the Bishop. Service booklets have to be printed.

	Choral Service of Holy Eucharist @ … - Thursday @ 14:00

	Presider
	Bishop Pierre
	 

	Sermon
	Local Priest
	 

	Organ
	Music Director
	 

	Choir
	Music Director
	 

	Music
	Music Director
	 

	Service Bulletin
	Local Parish
	Convocation to pay for copies.

	Acolytes
	None
	 

	Altar Guild
	 
	 

	Chalists
	Clergy
	 

	Lectors
	 
	

	Prayer Leader
	 
	 

	Ushers
	 
	 

	
	
	

	Morning Prayer @ ... - Friday @ 8:30

	Officiant
	 
	to be determined

	Organ
	Music Director
	 

	Choir
	Music Director
	 

	Music
	Music Director
	With just a half-hour for Morning Prayer, we will have time for just one hymn.  The Book of Common Prayers states that a hymn may be sung before the closing prayer.

	Service Bulletin
	Local Parish
	Convocation to pay for copies.

	Lectors
	 
	OT and NT readings appointed for the daily office.

	
	
	

	Morning Prayer @ ... - Saturday @ 8:30

	Officiant
	 
	to be determined

	Organ
	Music Director
	 

	Choir
	Music Director
	 

	Music
	Music Director
	With just a half-hour for Morning Prayer, we will have time for just one hymn.  The Book of Common Prayers states that a hymn may be sung before the closing prayer.

	Service Bulletin
	Local Parish
	Convocation to pay for copies.

	Lectors
	 
	OT and NT readings appointed for the daily office.

	
	
	

	Choral Evensong @ ... - Saturday @ 17:30

	Officiant
	 
	to beas duscusseddiscussed with Bishop Pierre

	Organ
	Music Director
	 

	Choir
	Convention Choir
	 

	Music
	Music Director
	 

	Service Bulletin
	Local Parish
	Convocation to pay for copies.

	Lectors
	 
	 

	
	
	

	Closing Festival Eucharist @ ... - Sunday @ 11:00

	Presider
	Bishop Pierre
	 

	Sermon
	Bishop Pierre
	 

	Organ
	Music Director
	 

	Choir
	Convention Choir
	 

	Music
	Bishop Pierre
	 

	Service Bulletin
	local Parish
	Convocation to pay for extra copies (about 30.)

	Acolytes
	Regular
	 

	Altar Guild
	Regular
	 

	Chalists
	Regular or visiting Clergy
	 

	Lectors
	Regular
	Scripture readings appointed for Sunday, …

	Prayer Leader
	Regular
	 

	Ushers
	Regular
	 



11. [bookmark: _Toc403664670]Spouses and Partners’  Program

The number of spouses and partners can vary considerably. According to registration data we assumed that about 10-12 people would take part in spouse’s activities. It turned out to be about 6-10.
Try to find something special and varied for them and take into consideration that most of them are not used to walking longer stretches.
You will need volunteers to accompany them and that is a lovely opportunity for your parish members to get to know people from other convocation parishes.
Don’t forget that the spouses will need an agenda in the welcome package to tell them what is on offer for the day.
[image: ][image: ]The Frankfurt example looked like this:


12. [bookmark: _Toc403664671]New Convention of the Convocation Facebook Fan-Page 

Frankfurt created a Facebook Fan-Page for Convention. This serves several purposes. First, you give delegates an option to look up interesting details about the city, your church, convention location (google maps), weather information and so forth. Second, it would be nice to have something about the program as well. We posted information about our speaker and a video with one of his talks and a link to one of his online programs as well.
Your target group will be not only the delegates of convention but also those people from our convocation and friends of our convocation who want to know what is happening at convention. The parishioners are looking for content. An interesting fact was that our most active followers came from Sicily. There were “Likes” from Poland, Hong Kong and other faraway places. We want to reach out to forming missions as well as to our delegates. 
It is best to post varied content on a daily basis. Your priest and the heads of important ministries should have administrator rights and post about their parish activities on a regular basis. Invite your parishioners and friends from the Convocation to “Like” your page and to be active on it. Posts that people “Like” will show up on the right hand side of their friends Facebook timeline and get noticed. Whenever Bishop Pierre commented or liked a post, the reach of the page went up considerably.
We had altogether 106 page ‘Likes’ and a reach of over 500. That’s not bad, but you can do better, especially if you use other social networks like Twitter and Pinterest at the same time.
Don’t forget to “Like” other related Facebook fan-pages as well as your Convention page. This provides interesting links and connections for your followers.
You might consider your own logo for convention that might be used as an avatar, on welcome bags, etc.
[image: ]

Here some interesting statistics from our Frankfurt Convention fan-page:
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13. [bookmark: _Toc403664672]The Ultimate Timeline

The” Ulitmate Timeline” is an excel file for each convention day, starting on Wednesday, when the Council of Advice and COMB arrive until Sunday with the closing Eucharist and the send-off of the delegates. You will find a template for this on our website.
The ultimate timeline contains the complete timeline of meetings and spouses program, who will be responsible for each item: meetings, dinners, spouses and partners program.
14. [bookmark: _Toc403664673]Welcome Bags

Welcome bags should contain all the items needed by delegates and partners: block of paper and a pen, a list of nice restaurants within walking distance, mints and treats, map of public transportation, map with all important locations indicated, map of your city, list of things to see and do, folder to keep all papers, and a copy of the printed agenda.
15. [bookmark: _Toc403664674]Nametags

Theoretically you should be able to produce the nametags with ConstantContact. We used an Excel-file “registration list” updated from each and every registration with all the data relevant for each registration.
You’ll need plastic holders and strings or lanyards to attach badges.
16. [bookmark: _Toc403664675]Lists

We produced a couple of lists used before and during convention:
· General registration list with all registered participants (see above)
· Sign-up sheets for each dinner
· Sign-up sheets for spouses and partners program
· Sign-up sheet for bagged lunches
· List of local ecumenical contacts to be forwarded to the Bishop
The general registration list will be used at the registration table and later on to track payments.
The sign-up sheets for restaurants and extra programs are necessary, as your caterers need to know about the number of guests to expect and especially their specific food requirements.
17. [bookmark: _Toc403664676]Display of Raffle Books, your local ministries and other things

Provide for sufficient tables in the meeting venue to display the raffle books, displays of your local ministries and other information for convention delegates (Dorothee’s Romania table, Daughters of the King, EICS with their programs, etc.).
18. [bookmark: _Toc403664677]Canterbury Cross
The Canterbury cross has to be placed in the location of your opening service on Thursday. Also communicate with the next parish organizing Convention on how they plan to transport the cross. You might have to provide wrapping material and masking tape if necessary.
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