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I 0 	 Purpose 

To solicit and make recommendations to the Alma State Elks Association, hereinafter 
refCITed to as ASEA, for future conferenc~ and conventions 

2.0 	 So:ope 

Maintain a systematic and equitable selection process to assure tlw each qualified lodge 
has an equal opponunity to host a convention or conference in their respective district. 
To ensure that I.odges hosting a convention or coBference comply with the procedures 
and regulations outlined herein this manual. 

Ex-Officio Committeemen: State officer as designated by Bylaw 

State Chairman: Appointed by the President Elect. 

District C!WanaD Appointed by the President Elect. 

3.0 	 Responsibilities 

3,1 Ex-Officio 

3.1.1 	 Repons to the President 
3.1 ,2 	 A.ssist State Chairman in "Budget Request Form" ifn........wy. 

3.1.3 	 Repons to President any problems or difficulties occurring. 

3.2 	 Slate Chairman 

3.2.1 Shall chair any meeting o f the committee 
3,2.2 Make repon to the President when requested. 
3.2.3 	 Committee report must be presented to the State President in writing and 

an oral repon presented at State Convention. 
3.2.4 	 Write anide for the State Newslener when n ........ sary. 

3.2.5 Make annual request using the ~Budgtl Request Fenn." 
3,26 Same responsibilities as Disuict Chairman in hlslher District . 

3.3 	 District Chairman 

3.3.1 	 Solicit requests from lodges in his/her district to host conventions or 
conferences at least two years in advance. 

3 3.2 	 Assure the lodge is qualified to host conferences or conventions as per 
State Association By-Laws. 

3.3.3 	 Repon to Stale Chairman wilen requested. 

4.0 	 Requirements & Procedures 
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The material outlined in these rules has been developed by the ASEA to aid and assist the lodges 
oftms state in proposing, planning, implementing and following up on the Association's Annual 
Convention. These $8.me rules may be COllSidered in whole, or in part, in the selection of the 
President Elect Mid-Winter Conference Site. 

It is Ihe responsibility oftbe State Association Convention Site Commillee, hereinafter referred 
to as Committee, to make firm recommendations to the A»ociation members for the selection of 
Ihe host lodge for the Annual Convention and the Mid-Wimer Conference. 

The Committee must host the State Convention or Mid· 
Tbose 
"d 

so may 
IlIlnounce at each State 

In order to clarify the responsibilities ofbol;b the ASEA, and the host Lodge with respect to the 
State Convention, it is important to all concerned tIw the purpose of the session is clearly 
undemood. Theoretically, the session could be held at any location within the State of AJaska, 
Practically, they are held in cities where an Elles Lodge is located. and large eDOUgh to 
accommodate the influx of delegates and attendees. It is the responsibility of the ASEA to plan 
and program the business sessions, meetings, and program in total exslydigl Ihe luclal 
activit ies, which are the responsibility of the host Lodge and which are subject to approval of the 
Alaska Stale Eln As$OCiation. 

• GEI'o'ERAL REGULATIONS 

The ASEA Convention is a state activity The convention city is bast to the conventiOll through 
il$ 10C4l Elks Lodge which should represent all elementS in the community The Lodge 
Convention Committee, hereinafter refelTed to as the Lodge Committee, shall cooperate with 
their local businessmen' s J women ' s organizations as well as the local city governing body to the 
end that a convention, reflecting credit upon the community as well as the Lodge. win resulL 

The organization of the Lodge Comminoe and the requirements of the convention city as 
outlined herein are based upon what experience has provided are minimum needs. These 
requirements and suggestions are intended as a general gu ide and while they are flexible, they 
should be followed as closely as possible to insure uniformity of performance. 

The Slale Presiclem shall have the authority to make interpretations and amplifications as may be 
neces,..y to promote Ihe spirit and purpose of these regulations. The Stilt Sterr"a shall act 
as the Liaison Officer of the ASEA with the local Lodge Committee and will be assisted by the 
State Comminee. 

If the Lodge is not already incorporated, it should be. The Convention shall be insured for 
Public Liability for the duration of the convention. This can be economically accomplished by 
endorsing your current Grand Lodge Liability InsufllJlcc Policy (check with Grand Lodge to 
make certain). 

2 



The expenses incident to the hosting of such convention)ball be solely borne by the local 
hosting Lodge. No part of such expense shall be allowed from the ASEA Treasury. 

TIle manner ofsecuring the necessary fund, is entirely up to the Lodge Committee and the host 
Lodge. except as specifically provided for herein, and likewise any income and proliu which 
may accrue as a re5llh or the Staging of such con~ntion shall be the property of the local host 
<.odg. 

The business sessions of the convention shall be in the charge of the Anociation Officen Ilr\d 
they should be consulted about any matters or per50TUi 10 be placed on the business program. 

In order to foster good health among all anendees, it is required for the hosting Lodge to 
maint.in a NO SMOKINQ policy during al! indoor evenu. 

Your ASEA Officen insist that all matters not in .ccordance with established procMures, or new 
ideas. innovations etc., be referred to the ASEA Se<:retary at the earliest date in order that there is 
no misunderstanding re!ati~ 10 the planned Convention activities . 

• WDGECON}'ENTIQNCOMMllltE 

When a Lodge is awarded a convention. the lodge shall immediately designate one member of 
Kid Lodge who shall ha~ authority to act on behalfofthat Lodge. TIle Convention Chairman 
representing the host Lodge. immediately following hislher appointment, should develop hislher 
working committee which should coosist of, among others, the following typical su1Komminees 
as appropriate and needed. TIle bost Lodge Convention Chairman shall be an ex-officio member 
of all sub-commlnccs associated with pl.anning, program and implementation or the convention. 

Suggested Sub-Committees 

• REGl$TRAnON FEES 

1. The host Lodge must have tbe ' PDroW or the ASEA om"" and Slite Site Cgmmittu 
pdor!o establishing convention mistation retl ror both KSSioDs. 

2. Invited penons, sucb as bands and choral groups ftc., shall not be subject to registration fee! 
as they are in attendance to provide eruen.ainmenl for the delegates. If they are accompaoied 
by • spouse, the spouse must be registered at the regular registration fee. 

3 No member may participate in any social function, which i~ a pan oflbe convention 
program, unless they are registered u a coovention attendee. 

) 
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4. 	 The host Lodge is expected to absorb the registration expense and housina costs of Grand 
Lodge Officers and invited GIud Lodge Committee Members (not including ODGERs), me 
State Sponsor, the WSEA President and any other lovited dignitaries from out of state and 
their spouses. 

Three dollars (S3 .00) of each (paid) registration shall be paid to the ASEA within 30 days 
aftC1" the conclusion of the session . 

• 	 HOUSING 

Prior to the awarding ofa convention to a Lodge and prior to the appointment of the Lodge 
Convention Chairman. the selection of the Housing ctWrman is the first. order ofOOMes!. 
He/she should be instructed to immediately contact all available housing facilities and contract or 
obtain a firm written commitment for sufficient accommodations to satisfy the COIIvention 
requirements SlIbject to the ASEA Site Committee approval of the application. 

Proper housing is the most important and difficult work of the Lodge Convention Committee. 
Consequently, all requests for housing by the convention attendees shall be cleared through and 
handled by the Lodge Housing Comminee at least Ihree {3} weeks prior to the opening of the 
convention. No reservations shaH be accepted by any hotel, motel or other holuing facility undC1" 
contract to the Lodge ConventioD Comminee (see Exhibit B). TIle housing contract forms shall 
be furnished by the ASEA Secretaf)'. 

TIle housing of the State Officer group. distinguished guests and any Grand Lodge Officers 
invited, shall be the first consideration ofw Housing Committee, and they shall be housed as 
nearly as possible in the leading botels. for their own convenience. These groups ofattendf>C$ 
shall be housed in Class I housing facilities (see definitions below). 

o 	 Class I Housing 
• 	 lbose accommodations that have, at minimum, private bath and shower. 

telephone and television in assigned rooms. It is also desirable to have no­
cost wireless internet access. 

o 	 Class 2 Housing 
• 	 Those accommodations that have, at minimum, choice ofprivlle bath or 

shower and telephone. 
o 	 Clau 3 Housing 

• 	 Donnitory type sleepillg arrangements. 

To assure that an effective plan for registratinn and housing is accomplished, the Lodge 
Convention Registration and Housing Committee shall send to all Lodges a sufficient !lUmber of 
registration and lM>using fonns Blleast ninety (90) days prior to the opening of the session. The 
Lodge Convention Regis:tnUion and How.ing Committee shall also furnish an electronic version 
of the registration and housing fonns to the ASEA WebmastCf for inclusion in the ASEA 
Website at least ninety (90) days prior 10 the opening oflhe session. The ASEA Secretaf)' can 
advise on the types offonns that have proved satisfactory in the past . 
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It is suggested that the bast Lodge take advantage of tbe local Chamber of Commerce assistance 
where that organization is equipped to handle housing and/or registration planning and 
processing. This service may provide relief from a tedious and detailed task, and whtn available, 
is extremely helpful. 

• 	 SOCIAL ACflVITES 

I. 	 All social functions shall be ltft to the discretion of the bost Lodgt. However. the schedule 
muSt be approvc<l by the ASEA Convemion Committee. and it is essential that !be proposed 
schedule of social functions be submitted sixty (60) days in advance of the convention in 
order that the program can be pbnned and published on schedule. 

2. 	 Absolutely no social function for delegates shall be scheduled whicb will conflict with the 
business sessions and no social functions for the spouses shall be scbeduled which will 
conflict witb the open meetings for Elks and spouses during the business sessions. 

J 	 The ASEA does not ~ the host Lodge to develop a social program that could result in a 
financial deficit to the Lodge. The registration fee is not intended to include extensive, free 
activities. It should defray the costs inc:wrcd by the host Lodge for the various requirements 
peculiar 10 I typical convention; i.e., printing, postage, publicity, etc. 

The only specific requirement which shall be hosted by the host Lodge is the Spouses 
Luncheon and Entertainment. 

5. 	 Any oth~ lIosted affair which is to be included in the registration fee is at the discretion of 
the host Lodge. These activities should be carefully considered and their costs should be 
underwritten by the host Lodge, recognizing that it is not a requirement of the ASEA, This 
does nOl preclude scheduling non-bosted activities, which if properly planned and promoted, 
should contribute to the overaJ.I success ofthe convention. 

• 	 ORINK PRICING 

The prospective host lodge s~1l submit, with their bid proposal packet, the drink prices 
currently cllarged to their regular mernber5, 

2. 	 Additionally, the prospective host lodge shall submit, witb their bid proposal packet,!he 
proposed drink prices whicb may be cllarged during the convention, ifawarded. 

2 I 	 As the Bid Proposal packet is due to the ASEA Site Committee rwg (2) mrs 
apd one (I) !l\9Qtb prior 10 the hosting o r the convention or l1rg (2) Yean .ad 
leng (7) montbs prior 10 a conference, a reasonable increase between tbe cuTTent 
drink prices and the proposed drink prices is anticipated and allowed. Sucb 
increase shall not exceed 10-10 of the current drink prices submitted with the 
proposal, rounded to tbe nwest $O.25/drink. 

The pricing $Ubmined by the lodge, and accepted by the Site Committee, shall be binding 
upon both parties and lIDy changes/increases to the approved. pricing will not be allowed. 

, 
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4 	 The ASEA Site Comminee Chairman, or his designee in anendance, shal! investigate aU 
complaints of irregular pricing during the convention or conference and the host lodge shall 
be bound by the drink pricing submitted and approved with their proposal_ 

4. ! 	 Should the bust lodge be found to be not in compliance with their approved 
pricing, the Site Comminee Chainnan shall inform the Lodge Convention 
Chairman and corrective action shall immediately be taken. 

42 	 Should the host lodge fail to take immediate corrective action, &aid lodge may be 
precluded from submining bids for future conventions or conferences. 

5. 	 It is recommended that the hoSllodge implement the proposed increase for the entire week of 
the convention Of c:onference so IS not to cause undo confusion or animosity among the 
convention attendees. 

• 	 CONVENTION PROGRAM 

'The nost Lodge shall arrange for and publish the primed Convention Program in order 10 assure 
standardization and conformance with the ASEA convention objectives.. FoUowing review and 
approval of the social calendar, the host Lodge !ball arrange for a gallery proof which will be 
reviewed with the ASEA Secretary. After approval, the program shall be printed at no cost to 
theASEA 

• 	 GAMES OF CHANCE 

No organized gambling is permitted at the sessions. This includes craps, four-five-six, poker 
and any other type of gambling not permitted by the State of Alaska. 

2_ 	lfthe Lodge has games ofcbance which are permitted and normally operaled in the club, il is 
permissible to carry on with its operation during the convention. 

3 	 No visiting lodge delegation or visiting lodge member shall be permined to sell raftle tici:C'.(s 
or other types ofgaming tickets which are unrelated to the hOSllodge gaming activities 
without the express approval of the host Lodge Convention Cbainnan and the ASEA Site 
Committee Chainnan. 

• 	 CONVENTION BALLS 

lfpossible. the hall ofme best Lodge dWl be the Official Convention Hall and should be used 
for all business sessions. Other halls should be carefully considen:d from the SWldpoint of 
proximity 10 the lodge as weI! as seating capacity for meetings, banquets, meals, entertainment ., 
• 	 FINANCE IUd ACCOUNTING 

I . 	 The Lodge Convention Committee shall, upon its fOnnaDon, draft a tentative convention 
budget ofanlicipated income and expenses based upon the experiences ofprevious 
convention sites and upon the local variation offacilities and entertainment. A copy of the 
budget sltould be provided to the ASEA Secretary sixty (60) days prior to the convention. 
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2. 	 Each sukommittee should be involved in this process and sllot.!Jd be e!lCOO.Jaged to k.eep 
their expenses within the limits of their budgets and operate toward the end that the 
convention as a wllole will reflect a reasonable profit for the Lodge. To hoS! a convention 
and conclude it in the 4red" is not a wholesome condition and should be avoided. 

J . fi 

• 	 SUMMARY 

Considerable experience has been gained over the ye3l1i by the ASEA oorK;e:ming the dos and 
don'u u applied to conventioDS. Successful host Lodges have benefited by this experience. 
However, periodicaJly, a Lodge will make application, be s.:leaed, and then proceed to ignore all 
of the lessons learned by other Lodges and ultimately conclude with a deficit. 

Cenainly, every Lodge Convention Chairman wishes to host the moS( outstanding program 
possible. This is commendable; however, there is no known reason why a hoS! Lodge should 
lose money by IIosting a State Convention or Conference. Close cooperation with the ASEA Site 
Committee and ASEA Secretary can serve to avoid this situation. It should be poimed out that as 
better housing facilities are becoming more available today, when compared to ye3l1i pa.st. and 
more spouses are accompanying the delegates, the interest and form ofentertainment are 
evolving 

Do not assume that you have the key to solve all ofthe problems that are inherent to all 
conventions. The ASEA Seaetary and the ASEA Site Committee Chairman can be of 
immeasurable assistance to the Lodge Convention Committee and their counsel 5hould be 
solicited 

The Alaska State Elks Association has but one objective relative to our Conventions; that lhey 
are successful in fostering Elkdom. No activity can be wholly successful if it is a financial 
failure. There is !IO reason for a convention 10 be unsuccessful from a financial standpoint ifa 
few basic practices are followed; the most important of these is diligent coordination with the 
ASEA representatives during the planning stages. This shot.!ld preclude creating a condition 
which may lead to an unsatisfactory conclusion and an I,Illpleasant experience. 

-*"*"* END OF SITE COMMJTTE.E MANUAL .uu* 
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• • • • 
• • • • 

EXHIBIT "A" 
APPLICATION FOR ALASKA STATE ELKS ASSOCIATION CONVENTION 

It IS the deSire of Looge# -,;;;;;;;;;;-_10 host tile 
Ann ual Conv€fItion andlorlh e Vice PreSidenrs Mld-Wmter Conference. 

Convention I Conference Applied For: 

Slate ConventlOO 

OIlIH: 

MId-WII\Ief Conference 

Olllft: 
,,­

___ _ 'I)(>m$ in 1 II claw We" ,,_ _ __ " ' ___-1 

_ ___ rooma in 2M dasa .........
We will ha..... ~vaiI&bIe 

"__0'__-1 

" 
Olin.... (othe. Ihan beer) will not be I... lrum standard on. (1) ounce pour and witt ..11 for: 

Cymnt Pro!!!!ltsl cU!!'!!!t PropoHC! 

WeiOrirQ 	 c.II Drink.• ! 	 • • 
Premium Blends Blended C«tl_ 

_ ... Wines SpecIally w-. 


DomesticS- impo<tS­, 	 , ,• 

Note 	 A""''''''um 10% . ocr ....-.....,.ent & prcposed (""""""" to the ..-eal $O.251dr1n1r.) II pennitted 
due I<> !he lima lag be-.. SOJbmi1\aI dale and -...1 ~ dBt,,_ 

On a _pl,ate p~'. ~Sl Ihe vanOI/$soe,alIU1'>(1ions and at1Mbuthal YOU' _tljla" PfOY,d mg. SlllIng wheth" lIIey 
are no-ho~ Of I... 

Atso l illl U ga......sof ISIdIl and (lUIncewtlie~ ,,~ authOriUd I>yth l $1_ 01 A,a$lll I nd "'guI."" op,nat~d onYOUflodg' 
atld ~mrts aflP~flI 

.......""V ..ad and ag,"" 10 !he rules unde,_n COIWention ..,dIOf tOnle, e"C u0l'1hIA"SI<a Stale EI<sAUOtlanQn 

a.e to ~e conduued. we i'lef1!try "'I1(e applicaliol'l(~10 hollllhi Convention and/or IIlill-WlIIIe, confe,ence ' U"own 
aba>e 

~_&No_ 
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ALASKA STATE ELKS ASSOCIATION 

EXHIBIT " B" 

CONVENTION HOTEUMOTEL AGREEl'ttENT 


nus agreement, enteTCd into lhis ___ day (>f---c-----~, W _ by lUld 
betw~~n B.P.O. Elks Lodge 1/ Convention 

C()ffiffiittee, herein after call;oddt"';;(C"o~m~m;;;in~~;;;. ~~;;jd~~;;;"dl:::":':::::;=====::::::~ __ 
IloldfMotcl of________ _ __~, Alaska hereinafter called the HoteL. 

WnNESSETH, TJiAT: 

In considtT.ltion of the mutual promises hereinafter expresst:d IUId for valuabl~ oonsideration 

thereof. the HOld agrees as foll ows: 

I. 	 nUll it will nOI accept reservaliollll !Tom any other person, firm or corporation for the 

rooms described in the schedule set forth below for the pmod commencing 

and the Committee shall have the 

exclusive right 10 o.ssign said rooms to the various Lodges of the B.P.O. Elks andfor other 
designees for us<: and occupancy between said dates. 

:::::::::=:;:;=:::====:;:==~' 20,20 and ending 

2. "IlIc Commitlo!c agrees that it will designalo! 10 the individual Lodges of said B.P.O. Elks 

the days be""'een and ~---'-'---7-'~-
inclusive during which said rooms or any pan thcreoflll"C to be occupied as sa forth in 

Paragraph 1. 

3. 	 Sine(' then: is possibility that many of lhe convention visitors and delegates might require • 

accommodations on -,--- - 7""---- 0- in addition to the aforementioned 
dates. the Holt:l agrees to reserve the rooms outlined for the additional day(s). provided 
this request is made prior to 20_ _ " 

4. 	 It is understood that Elks Lodge and the Committee 

assumes no liability ofany kind and the registered. occupants of the room(s) sball be 
personally responsible in every instance. 

5. 	 lbe room ralt.-s sa forth in the scb£dule, whicb is made a pan of this agreement, III"C the 
regular or reduced rates ofthc Hotel and do not reflect any incTeaSe in price of any kind.. 

6. 	 "IlIe COllUUin~ further agrees to prepare assignments for various LoxIges or oth~r 

designees and to have the individual Lodge provide to the Hotel a complete and ddai led 

assignment chan including all rooms assigned to that Lodge. Immediately upon receipt 
of sueh infonnatioo. either the entire assignment of moms or any pan tht:reQf, the Hotel 

will process these assignments in the usual manner. 
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7. 	 In the event that the assignments covering all of the rooms as set forth in the attached 

schedule are ItOt included in the assignment sent 10 the HOiel on or before the co- --, ­
day of .20_, the rooms $0 covered may be released from the 

obl igation of thi s contract and the Hote l shall have e\·ery right to reserve said rooms to 
any other pen;ollS or parties. 

SCHEDULE OF ROOMS fNCLUm:D IN THIS AGSEEMf:NT 

(All ... lIh 1"''''''' I>oUI unless _ >p«ifiod) 

Room Descriptioo TQla11l ROQm Pledges ROQlD Rate f Day f-.. ... .... ) 

Single Bedrooms 

Double Bedrooms 

Twin Bedrooms 

Suites 

Other AcrommodatiollS (1'l<aS< dc$cribe .. oXtail ODd prOV!d< ..... AIIOOb Ioddruo.w _ if n..,......,) 

Elks Lodgc: _ _ _ ___ _Hotel Name: 

Lodge No. _____ ___ _Address: 

Phon~ No.: _______ _ _ 

Phone: 	 Email: _______ 

ConUct: ___ ____ ___Email : 

ConI&C\ Nam~: 

10 




ALASKA STATE ELKS ASSOCIATION 

EXHIBIT "C" 


CONVENTION INCOME AND EXPENSE STATEMENT 

(Oue to ASEA Se¢re!ary SiKly (60) Days Aftef Convention) 

LODGE: DATE:-. 

•• 
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