BANQUET COMMITTEE

The Banquet Committee Chair helps to plan and decorate for the conference banquet.  The actions of this Committee and Chairperson will vary depending on whether the Annual 

Meeting is taking place at a Resort Hotel or in a City Hotel.  

The Chairperson begins and ends the year of service at a meeting of Coordinators and other 

Annual Meeting Chairs. This meeting usually takes place at or after lunch on the last 

day of the Annual Meeting.

City Location

The Banquet Chairperson acts as liaison between the Hotel Food Service and the Conference 

Coordinator to establish what will be served for the meal, the number of people who can be 

seated, and the suggested price for the Banquet ticket. The price of the Banquet ticket must 

appear in the pre-registration booklet. Other considerations are listed here.

1.
Menu


Final meal selection is usually made about 6 months in advance. Confirm the menu in 


writing with the Hotel Staff. The price of the Banquet ticket should include all taxes and 
gratuity.

2.
Tickets/Confirmed Meals


Printing of the tickets is usually arranged by the Registration Committee. They have full 
responsibility for the processing of the tickets. Work with the Registration Chairperson and 
Conference Coordinator to arrive at the number of guaranteed meals and the time at which 
the Hotel Staff must know the number.

3.
Head Table/Reserved Tables


The President should provide you with a list of people who will be seated at the head table. 
You should have place cards for them. Signs will be needed for reserved tables for special 
groups (for example, Function Committee Chairs, Past-Presidents, Incoming and Outgoing 
Officers, Annual Meeting Chairs).

4.
Speakers


Determine location of podium, microphones, screen, overhead, etc. for the President’s 
messages and the Banquet Speaker. Check to see that everything is working.

City or Resort Location

1.
Program


The program should be printed. Cost will vary. Many Hotels will provide printing free of 
charge. Look at a previous program to get an idea of the content. Verify all items to be 
printed with the Conference Coordinator before printing.

2.
Flowers


Confer with the Coordinator and the President to determine where flower arrangements 
should be placed and to whom corsages and boutonnieres should be distributed. You are 
responsible for ordering all items.

3.
Budget


The Committee does have a budget for printing, phone calls, and flowers, etc. associated with 
its function. Confer with the Coordinator about the process.

4.
Decorations/Favors


Creative ideas and items available will vary each year. Coordinate your ideas with the 
Meeting theme and/or with the Conference Coordinator. Publishing Companies may donate 
items for your use. Select a color scheme based on what the Hotel can provide.

5.
Door Prizes


Each year is different. The Prize may be the table decoration. A method for determining the 
recipient is needed and needs to be announced.

6.
Arrangement Time


Schedule time prior to the Banquet, usually a few hours, when you and your committee can 
begin to place the decorations and other material on the tables. Your committee members 
should be notified well in advance, so they will be available to work when scheduled. Start 
early. It is important to begin the Banquet on time.

Following the Annual Meeting

1.
Prepare a final report of your activities for the Conference Coordinator, including 
suggestions.

2.
Send thank you letters to your committee members and all Companies who donated 


items for the Banquet.  

3.  
Process any remaining bills and expense forms as quickly as possible.

