A Pilot District Convention exemplifies the common bond among all Pilots … 
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Friendship and Service …
while offering an ideal setting for learning new strategies, conducting district business, and meeting other Pilots.

Those who attend a District Convention gain immeasurable benefits as Pilots from various communities gather together to share ideas and exchange success stories.

Those in charge of planning a district convention have a great responsibility. To ensure record breaking attendance, they must present an environment that attracts participation from members of the district and offers an inviting program.

To reach this goal, there are several important factors to consider. The first is time.  How long will attendees be asked to attend the convention.  Cost is another factor, every effort must be made to keep costs at a minimum.  To hold the attendees interest, meetings must be fast-paced and interesting.   Above all else, friendship should abound throughout the weekend!

When attendees leave the convention, you want them to feel they have learned something new, been well informed, inspired, and that they can’t wait to come back next year!

Realizing that Districts operate differently, this Manual is suggested as a guide to assist the Districts in planning a successful District Convention.    Please refer to your District’s Standing Rules and/or Policies and Procedures, and allow this Manual to provide direction in your planning as needed. 

Further, please take note that the suggestions in this manual may differ for those Districts operating outside of the United States of America.  
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     GUIDELINES FOR HOSTING A DISTRICT CONVENTION
The District Convention must be held at least 45 days prior to the PI/PIF Annual Meeting and  Convention. In addition, the convention must comply with each District’s Standing Rules and/or Policies and Procedures.  District Standing Rules and/or Policies and Procedures take precedence over the suggestion(s) set forth herein.  Once the date is set, a hotel confirmation must be secured, taking into consideration annual local celebrations and/or festivals, holidays or religious observances.

In the event there is "No Host Club"

1.
The Governor requests suggestions from the clubs in their respective District 
concerning convention sites.


2. 
The selection of the convention hotel should be approved by the District 



Administrative Council and/or DEC upon recommendation of the Governor.


3. 
The Governor, with the approval of the District Administrative Council and/or 


DEC appoints the Convention Chair and Vice Chair.  While the Convention Chair 

and Vice Chair shall assist with the arrangements of District Convention, the 


DAC/DEC shall approve all arrangements for said District Convention. 


4.
The Governor, with the approval of the DAC/DEC, shall select all Chairs for the 


Convention Committees.    

Choosing A Host Club
Host clubs are chosen by one of the following methods:


1.
Convention sites are rotated geographically in the district, and DAC assigns a 


club(s) near the convention site to host.

2. Host clubs are rotated alphabetically by club name, and club chooses the convention site that is convenient to them. 


3. 
 A club may submit a letter of application to the Governor requesting to host the 


upcoming District Convention.    The letter of application shall indicate the 


following:



a.
That the Club President  appointed a committee of at least three members 



who reviewed the District Convention Manual as well as the requirements 



for hosting a District Convention.  

Choosing A Host Club (cont’d)



b. 
That said committee (referenced above) met with the Executive Board and 


presented their report to the Club.   Further, the decision to submit a letter 



of  application must be approved by vote of the club.



c. 
The letter of application shall be signed by the club president and secretary 


of the club, mailed to the Governor, at least 15 months in advance of the 



date of the District convention.  


4.  
It is the responsibility of the DAC/DEC to:



a.
 Consider all letters of application.


b. 
Verify and check convention hotel facilities.


c. 
Verify that district convention requirements have been met.
In that the Convention Committees are appointed by the Governor, with DAC/DEC approval, the following are responsibilities that may be in addition to the appointment of convention committees for District Convention. 

Responsibilities Of Host Club

1.
The Host Club President shall serve as the liaison  for the Club with the Governor, 
DAC/DEC,  Convention Chair and Convention Vice Chair.

2.
All members of the host club are expected to attend District Convention and pay 
the registration fee.

3.    
The Host Club shall review the District Convention Manual to understand the 
duties and responsibilities of all convention  committees.

Responsibilities of Multiple Host Clubs


1.    
If Multiple Host Clubs, then the participating Presidents shall  meet with the 


Governor to offer assistance with the appointment of convention committees 

2.
The Governor shall attempt to assign duties to all Clubs participating as Host 
Clubs for convention such that they will share hosting responsibilities, if 
applicable.

TIPS FOR PLANNING A SUCCESSFUL DISTRICT CONVENTION

1.
Location:  A city should be chosen that is easily accessible and has a hotel large enough to accommodate expected attendance.

2.
Committees: Appoint qualified and dedicated Pilots to serve on the convention committees.

3.
Promotion:  Make sure all members in the district (including the district’s members-at-large) receive communication about the district convention.  Include date, time, location and costs involved.

4.
Speakers:  A dynamic speaker can enhance your convention and boost attendance.  Keep this in mind when preparing your budget.  Also, look for speakers and entertainers within the district who are willing to donate their services.  Don’t forget about talented Pilots!

5.
Workshops/Breakout Meetings:  Provide a “hearty menu” of topics from which the attendees can choose.  

6.
Goals:
 Discuss the goals of the district at some point during the convention. 

7.
Anchors:  Involve Anchor members in your District Convention.  Be sure to include them in Pilot workshops on Anchors.  Give the Anchors a job to do during the convention.

8.
Sponsors:  Request a list of local companies from the city’s Chamber of Commerce. You can use this list to contact potential sponsors for convention speakers and meal functions.  First, determine if their target market would include the demographics of your convention attendees.  Then, be prepared to sell the idea of sponsorship.

9.
Streamline meetings/banquets: Be sure to start and end meetings on time.  Plan brief 
installation services with less ceremony, such as extravagant decorations, elaborate 
themes and skits.  Consider eliminating march-ins and long headtables.

10. Showcase Success: Pilot Clubs are fulfilling the service needs of their communities in remarkable ways, however, some of the most successful projects continue to be well-kept secrets.  The district convention is an excellent opportunity for clubs to showcase their projects and receive district awards.  This is also a great source of ideas for other clubs.

11.
American With Disabilities Act (ADA): Be sure convention facility meets all ADA 
regulations.  When planning meeting room setups and headtables, be sure to consider 
these regulations.  Make sure hotel contract includes a statement that the hotel’s facilities 
will remain in compliance with ADA regulations.

12.
Music License fees: If music (live or recorded) is used at the convention, be sure to 
comply with the music license regulations for BMI and ASCAP.  You may contact the 
following for information and regulations:  BMI, 10 Music Square East, P O Box 
340014, Nashville, TN  37203-0014, Phone 877-264-2137; ASCAP, 2690 Cumberland 
Parkway, Suite 490, Atlanta, GA  30339;  Phone 1-800-505-4052, FAX 770-805-3475.
13.
Insurance:  You may want to investigate the feasibility of purchasing convention 
cancellation insurance.

14.
Catalog Sales: Show your Pilot pride throughout the convention by wearing clothing and 
accessories bearing the Pilot emblem.  Order ahead from Pilot Headquarters Catalog 
Sales toll free number:  1-800-824-2872.  You may want to consider ordering catalog 
items on consignment for sale at the convention.

15.
Printed Convention Program:  An interesting and informative convention program is 
an asset to the convention.  


The printed program should contain:  



· listing of International and District Officers



· convention committee chairs and vice chairs




(in order to save space, you may consider not printing committee 


 

members names)



· district appointees



· convention rules and election procedure 



  (if printed in program will not have to be read to convention body)



· copy of registration report and the meeting agenda.


You may also want to include the Code of Ethics and list of past District Governors.

16.
Plan well, but “go with the flow.”  Flexibility will put you in charge, and will result in 
less stress for everyone.  Always “expect the unexpected.”  Smile and proceed!

17.
Fun and Fellowship: One of Pilot’s founding principles, and one of the biggest reasons 
Pilots 
attend conventions is for the fellowship.
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A Smart Rule to Live By





Throughout the convention, work towards keeping things simple, focused and enjoyable.
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