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FORWARD 

 

 

CONGRATULATIONS for hosting the MFGC State Convention! 

 

The goals of a Montana Federation of Garden Clubs Convention are: 

To call all members together to conduct an annual business meeting; 

To give sponsored groups and MFGC committees time to gather to further their mission; 

To offer education to MFGC members;  

To recognize members and clubs, and to present MFGC and NGC Awards; and 

To give members time to establish friendships and network together. 

 

BE DIFFERENT if you wish.  Each host is unique and each location has different things to 

offer in the way of speakers, workshops and tours. This manual will describe each step to 

consider.  For a quick outline, review the following steps for hosting a MFGC convention. 

 

! Request permission to host a State Convention at least two years ahead of time. 

! Find facilities for sleeping, eating, meeting, displays and ways & means   

! Ask for bids from prospective hotels for rooms, food and meeting rooms.  Negotiate!  

! Establish costs for the above and create a budget.    

! Host Committee Chair(s) meet with hotel sales personnel for booking facilities, however, 

the MFGC President signs all contracts.    

! Invite the state membership through printed information in Montana Gardens and on the 

MFGC website.  The MFGC President also distributes information during the District 

meetings.    

! State President invites NGC President or RMR Director.  Their schedule most often 

determines the date convention will take place.    

! State President will develop the business meeting agenda.  The Convention Committee 

works closely with the President regarding the rest of the schedule.    

Please note these are guidelines.  Be creative when planning. Use your imagination.  
Above all else, have fun planning your convention. 

 This is a time for making new friends, providing the membership with educational 

opportunities, and making memories that will last. 

 

Good Luck, Have Fun and Thank You for hosting the next MFGC Convention! 
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 CONVENTION COMMITTEE AND CHAIRPERSONS     

 

$  Planning Committee – State President, Convention Chairman and Co-Chair 
   
$ Host District/Club selects Convention Chairman and Co-Chair, if any  
  

$ Convention Chairman is responsible for filing the Convention Financial Report          

 within 25 days after conclusion of the event.    
$ Convention Chairman appoints the following committee chairs:   

Registration, Meals, Program, Hosts, Ways and Means, Hospitality, Publicity,  

Workroom, Workshops, Tours.  (These may be combined) 

 

PROCEDURE    
 

 State President coordinates with Convention Chairman.    

 

 A Convention theme should be decided at once and in consultation with the State 

President.    

 

 The MFGC President will invite the incoming National President to the 

convention held in odd numbered years.   The State President, or 1
st
 Vice 

President, invites the incoming National President at least two years in advance.  

The NGC President’s availability determines the convention date that year.    

 The MFGC President will invite the Rocky Mountain Regional Director to the 

convention held in even numbered years.  The invitation is extended at least two 

years in advance.    

 

 Minutes of all meetings should be given to each member of the committee so that 

everyone is aware of all the plans.    

 

 The State President invites everyone involved in the program (speakers, those 

presiding at meals, giving invocations, welcome, time keepers, those introducing 

speakers, etc), OR the President may delegate this to the Convention Chairman.

    

 In the absence of, or if the State President delegates the responsibility, the MFCG 

1
st
 Vice-President will provide planning leadership.    

 

 The National President or Rocky Mountain Regional Director should be notified 

by written invitation of the date and place of the meeting, and that the convention 

will pay for his/her registration, meals, and lodging expenses for a single room. If 

he/she is expected to speak – when and how much time will be allotted for the 

speech.  Two months before Convention, the State President or 1
st
 Vice President 

will ask for the arrival time of the National President/RMR Director and will 

appoint a committee or Page to meet him/her and to extend courtesies. (This is 

flexible)    
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 CONVENTION LOCATION, NEGOTIATION, COMMUNICATION 
 

The Convention Chairman researches potential venues to determine availability, 

according to the visiting dignitary’s schedule.  These dates have been arranged 

by the State President or 1
st
 Vice President two years ahead. 

 

As soon as possible after dates are approved, a negotiated contract should be 

confirmed in writing and signed by the motel/hotel management and the MFGC 

President.  Hotels open a business account for the event; do not use a personal 

charge account.  You may apply for a business account by using former hotel 

venues as referrals.       

·      

The contract should include:  guaranteed room prices for an open block of 

rooms held until a reservation cut off date (usually three weeks before the 

Convention); definite rooms assigned for every function; and complimentary 

rooms for the MFGC President and visiting dignitary.  It is important to negotiate 

the number of complimentary rooms before the contract is signed.  At times, a 

complimentary room for the Convention Chairman can be negotiated, too (if this 

is an out-of-town event for that Chairman). 

 

Because MFGC conventions usually fill 35 hotel rooms and generate a large 

food and drink profit for the hotel, the Convention Chairman may be able to 

negotiate a reduced price for other MFGC Officers (1
st
 Vice President, 2

nd
 Vice 

President, Treasurer, Parliamentarian, Recording Secretary).  When negotiating 

the contract, ask that rooms for these five officers be available at a discount (30 

to 50% off).  The hotel may not be able to justify that discount, but be aware that 

the actual cost to a hotel for a lodging room is about 25% of the published room 

price.  Room prices are negotiable, but do not guarantee the hotel any minimum 

amount of rooms to be rented by our members. 

 

Definite prices for food (breakfasts, luncheons, banquets, receptions), technical 

equipment, and room and bar set up charges should be established at the same 

time, if possible, to allow for negotiation.  Make all requests for menu items 

now, i.e. desserts, fresh vegetables/fruit, and beverages.  All items should be 

confirmed in writing.    

 
Cut off dates for room reservations should be established and published in the 

Montana Gardens and MFGC website and on the registration form.  

 
Motel/Hotel management expects the Convention Chairman to provide 

instructions for every function, with details of time, room size request, placement 

of tables, color of tablecloths and napkins; expected attendance and property 

requirements like electrical outlets, screens, podiums, microphones, etc. 

   
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Prior to each meal the Committee must furnish the number to be served, at the 

appropriate date requested by the hotel.  Make sure that the registration form states 

a non-refundable meal policy about 10-14 days before Convention. 

  

ESTABLISH A BUDGET 

 

1.   Advance.  The State Treasurer will advance $300.00 to the Convention  

Chairman, if requested.  This money is to be used to open a checking account 

and pay deposits, if necessary.  The money is to be returned to MFGC State 

Treasurer at the final accounting of the convention. 

2.   Convention Funds.  This is the money received from Registration fees, meal 
fees, and tour/transportation fees (if charged). 

Convention Funds will pay for: 

           ● Cost of meals and gratuities charged by the hotel. 

 ● Meeting room set up and technical equipment. 

 ● A single room, registration and meals (except the Life Members and 

Judges Council events) for the State President.  Most hotels/motels will 

furnish complimentary room or rooms, based on the number of guests 

attending and the meals served.  See “Convention Location” above.  

Complimentary rooms are to be negotiated with the hotel. 

 ● Room, registration and all meals for the NGC President or RMR 

Director. 

 ● Registration expenses, including office supplies, postage, badges, etc. 

 ● Program printing. 

 ● Hostess gifts – fruit/snack baskets or flowers should be in the rooms of 

the State President and visiting dignitary when they arrive. 

 ● A reasonable amount for a reception honoring visiting dignitaries (and 

incoming officers in the odd numbered years). 
 ● Arrangers’ and speakers’ fees.  The number of speakers and their fees 

must be approved by the Convention Chairman to be sure the amounts 

are included in the budget (see “Appendix A and B”). 

 ● It is highly recommended that the Convention Chairman have a secure 

room set aside for Convention Headquarters/Workroom and storage.  

This may be provided free of charge by the hotel, if requested. 

 Convention funds will not pay for: 

! Table decorations, favors, and entertainment.  These items are the 

responsibility of the Club/District hosting the event.   
! Courtesy gifts or accessories in excess of those stated above.  
! Tote bags or items to go into them other than the program.   
! The clubs in the hosting district should be asked to supply at least one 

door prize, if the Chairman wishes to give them.  Donations from 

businesses or other individuals should be accepted and encouraged. 
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! The State President’s (current, incoming or out going) gift of music or 

entertainment IF it is a special request of that individual. The State 

President will pay for this and any items for the installation.   
  

3.     Registration Fee.   Determined by the Convention Chairman in 

consultation with the State President.  See Appendix A for sample of 

computing the registration fee.  Set a cut off date for members cancelling 

less than two weeks prior to the beginning of the Convention and publish the 

non-refund policy on the Registration form.  Every MFGC member (except 

the MFGC President) who attends any convention function must pay a 

registration fee.  Non-member guests or spouses attending a meal function 

may be admitted without paying a Registration fee.   

 A deadline for pre-registration is printed in Montana Gardens and on the 

Registration Form.   A late registration fee (determined by the committee) 

will be imposed for those not meeting the deadline.  

 Cost of Meals.  Determined by menus plus gratuities as arranged with the 

hotel/caterer.   Special dietary restrictions can be handled ahead of time with 

the hotel.  See Appendix B for method of computing meal charges. 

 

REGISTRATION CHAIRMAN 

The Registration Chair has the following duties: 

 Responsible for all monies of the Convention. He/she will open a checking 

account for the Convention.   

 Be responsible for name tags, ribbons for officers attending or other means of 

identification, meal tickets or paid meal identifications, distribution of 

programs and tote bags.  Have adequate helpers (2 recommended) on duty at 

all times at the Registration tables.     

 Assures the name tags clearly indicate those persons who are voting delegates.

 Refund registration fees for those who are unable to attend after sending in 

registration if they have notified the Registration Chairperson at least two 

weeks prior to the beginning of the convention.    

 With the Convention Chairman, create and send a detailed financial report 

(blank form attached here) to the State Treasurer and remit the balance of 

funds left in the convention account within 25 days after the conclusion of 

convention. A copy of the financial report will also be sent to the State 

President.  The financial report, including the cost of meals, attendance, and 

any other usable information should be attached to these Guidelines by the 

State Treasurer or Recording Secretary.    

 Will calculate and present the registration report to the general assembly at the 

beginning and conclusion of the Convention.  The State Corresponding 

Secretary is responsible for the credentials report. See the Forms attached. 

   


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PROGRAM / SCHEDULE PLANNING

 The State President and Convention Chairman work together in planning the 

program.  A suggested list of speakers and entertainment, including their topic 

and fee should be given to the President.    

 A written contract should be created regarding speaking time, fees, 

transportation, accommodations and what properties and/or supplies are 

needed.  Consider requesting a MFGC Endowment Fund grant, if available, to 

cover any costs.    

 Introductions of speakers should be brief. A short bio of the speaker should be 

developed for the committee and President in advance, and published in the 

spring issue of Montana Gardens with other Convention information. 

   

PROGRAM CHAIRPERSON 

  Will design a cover, arrange for printing and assemble the program.  It 

will include: Rules Governing the Convention, Convention Chairman; Host 

District and/or Clubs, dates, schedule and location of the business meeting and 

events, place/time of Registration, speakers’ names, workshops, tours, themes 

for meals and locations, thank you’s and acknowledgment of donations. Ask 

the State President for the Guidelines outlined in the NGC Leadership 

Manual.  

  Consider requesting advertising from appropriate local or state 

businesses to cover the cost of printing.  Review previous programs for 

advertising partners.

  Will develop with the President a time line listing events and allotted 

times for each event, speaker, and comfort breaks, etc.  Copies of the time line 

will be given to chairpersons, president and time keepers.  

 

WAYS AND MEANS 

  Each club is asked (in the Montana Gardens Spring Convention issue) 

to donate one or more items for the sale table. Unless needed to fund 

unforeseen Convention expenses which result in an overall loss to MFGC, 

100% of the Ways and Means profits will be retained by the host club(s).   If 

Ways and Means items are not sold, clubs who donated the items may pick 

them up at the end of the convention. Remaining items may be retained for the 

host club’s use.    

  Vendors are allowed at the convention at the discretion of the 

Committee and State President.  The vendor fee is 15% of their gross sales.  

The Ways and Means Chairman will make sure the fee is given to the State 

Treasurer before the vendor leaves the Convention venue.  This fee will 

appear on the financial statement under Convention Income. The vendor form 

is attached.  This is a legal document; make sure the Vendor signs it 

before set up.    
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JUDGES COUNCIL AND LIFE MEMBERS 

 Chairmen of Judges Council and Life Members should contact the Convention 

Chairs during the early planning stage of convention (two years prior to the 

date) as to any requirements necessary for an event for their group.  The 

Judges Council Chairman and/or the Life Member Chairman have the 

freedom to determine what the event will include (meal, education, tour, fund 

raiser, etc.)  The JC Chair and/or LM Chair will include preferred time, space 

requirements,  meal menu, entertainment, setup, sound equipment, piano, 

extra tables, etc. well before the convention to facilitate arrangements with the 

hotel. These events may take place off hotel premises but the Convention 

Chairman has to be notified of the details during the hotel contract negotiation 

phase of planning (two years prior to the event).  Chairs should also make 

special requests for their banquet or event.    

 Any special equipment, meals, gratuities, speakers, entertainment, set-up etc. 

is paid for by the group and does not come out of Convention expenses.  The 

State President should be invited as a guest to these events.  The profit, if any, 

from these events is credited to the appropriate group after the Financial 

Report has been submitted to the State Treasurer.  (See the sample Financial 

Report attached.)    

 

HOSPITALITY 

 The Hospitality Chairperson is in charge of the United States Flag which 

should be present at all functions and be placed to the speaker’s right (left side 

as you are looking at the podium).    

 He/she is also responsible for the Montana State Flag, lectern, microphones, 

projector, screen and equipment; coffee breaks, water pitchers and glasses. 

   

TABLE HOSTS (Optional) 

 If possible a member of the host group should be seated at each table for 

luncheons and banquets. Each host/hostess should introduce herself/himself to 

the others at the table, make them feel welcome and assist others needing help 

finding tables or available seating.    

 

PAGES 

 It is customary for members of the Host District/Club(s) to serve as pages 

because they know the area and can be of help to visiting dignitaries.  

The State President may wish to choose his/her own page.   

 Pages should be provided for the National President and/or Regional Director 

when in attendance.  Pages should be available at all times and should sit with 



 

- 10 - 

 

her/him during meetings and be available when he/she is on the podium. The 

page should know the room number of the NP or RD and they should also 

provide the dignitary with their room # and phone#.  

 The State President’s page should sit in front of the podium to be available to 

run errands, pass out papers, etc.    

WORKROOM 

 A secure workroom should be provided for those preparing table decorations, 

programs and storage.  Table space, water, etc. are necessary. 

  

WORKSHOPS 

 Workshops may be scheduled during free time. They may be repeated so that 

people may attend more than one.    

 Ample space and set up prior to the workshop is a must.  

 

 Allow time for Q & A and “travel time” between workshops. 

 

 You may set up events for those not attending meetings (spouses, guests, etc.)

    

TOURS 

 Chairman should be familiar with the tour area.    

 Pre-registration is a must to insure adequate transportation.  

 

 Be sure to check with Tour Company regarding any excess charges (travel 

time from bus barn to hotel and back, etc.)  Include all expenses when setting 

the cost of the tour.      

 All tours and fees should be included in the Montana Gardens convention 

registration issue.    

 Sometimes vans may be more economical than busses.  

 

TOTE BAGS  (OPTIONAL) 

 Should be handed out at registration.     

 Should include pen or pencil and pad.    

 Collect “free” items from local businesses to include in bag. Request of 

donated items of a “gardening” nature is encouraged.  Please be mindful of the 

actual need for the included items.  Instead of giving every member maps or 

other items, they may be placed on the Registration table for pick up to reduce 

waste.    

 Local merchant or chamber of commerce, etc. may furnish bag. 

  
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DOOR PRIZES  (OPTIONAL) 

 Furnished by host district, merchants or individuals.    

PROTOCOL AND SEATING 

 State Protocol Chair is the Parliamentarian or his/her designee. 

  

 State President designates which groups and members will be honored at 

meals.  Reserved tables will be set aside for these members.  

 

 Protocol Chair notifies honorees, supervises seating and provides for place 

cards at all events except events hosted by Judges Council and Life Members 

(either makes them or requests the committee to make them). Protocol Chair 

furnishes Convention Committee and person presiding at each event with list 

of seating arrangements for each meeting and meal.  The person presiding will 

use the list for introductions.    

 Protocol Chair also plans receiving lines at receptions.  

  

 Chair may request host group make place cards.    

REPORTS 

 State Officers, District Directors, Club Presidents and State Chairmen shall 

give reports.     

 Each report is limited to 3 minutes (or as designated by the State President in 

consultation with the State Parliamentarian).    

 Copies of reports should be given to Recording Secretary, District Director 

and State President.  The President may request that copies of reports be pre-

filed electronically.    

 Club President reports should include major club projects, outstanding 

speakers, participation in MFGC, RMR and NGC projects, and info that 

would be useful to other clubs (fund raising, tours).     

STATE TREASURER 

 Will advance $ 300.00 to Convention Chair, if requested.  

 

 Will purchase gift for National President / Regional Director when attending 

and gift for State President at the end of his/her term. (Money will come from 

the General Fund).    

 Registration and meals for State President and visiting dignitary are to be 

budgeted within the convention funds, not taken from the General Fund. 

 
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 Reimburse registration and meal fees (excluding Life members and Judges 

Council meals/events) for State Officers and District Directors.  

The National Garden Club Scholarship Winner should be invited to one of the 

meal events at Convention.  If the Winner does attend, the cost should be 

absorbed into the cost of that meal.  Winner’s parents may attend and charged 

the price of the meal (no registration fee).   

 The Life Members Scholarship Winner should be invited to the Life Members 

event at Convention. The cost of any meal provided to the Winner should be 

deducted from proceeds of the Life Members event/fund raiser.  

  

POST BOARD OF DIRECTORS or EXECUTIVE COMMITTEE MEETING 

 Always convened in an installation year.  The incoming State President will 

preside, and (1) call for an Open Warrant to pay the balance of Convention 

expenses, when necessary, and (2) conduct other business as necessary to 

begin the new administration.    

 

GENERAL HINTS 

 Start planning as soon as possible. After the date is determined, start getting 

bids, reserve the facilities for a specific date, and negotiate the contract. 

 Appoint all chairpersons as soon as possible.  Keep in touch frequently and 

encourage them.  E-mail works well, keeps everyone in the loop.  

 Be prepared for the unexpected – e.g. speakers who cancel at the last minute. 

Be flexible and have backup plans.    

 Draw floor plans ahead of time, copies to hotel and chairpersons.

  The MFGC President and Executive Committee may conduct a fundraiser for 

the credit to the MFGC General Fund.  Previous fundraisers have been raffles, 

auctions, basket sales, NGC calendar and state pin sales.  Consult for space 

requirements.   

 All arrangements, complaints or changes should be handled through the 

Convention Chairs.  The Convention Chairman should be the only contact 

with the hotel to avoid confusion and extra costs.     

 Have deadlines for committee chairs and make sure they are met. 

  

 

FORMS 

 Useful planning forms are attached.    

 A statistical report and detailed financial report should be attached to these 

Guidelines following the convention.  This will be passed on to the next 

convention committee for reference.    
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APPENDIX A    Computing Registration Fee (a minimum of $20 should be charged) 

Estimated Expenses divided by Estimated No. of  Attendees  = Registration Fee 

Example: Expected expenses include items such as: 

  Registration materials, badges, postage, etc.    $100 

  Programs – printing            300 

  Convention Workroom (may be provided free of charge)      200 

  Ways and Means Room (may be provided free of charge)         200  

  Guest Rooms (NGC President, RMR Director etc.)                1000*  

  (*Note: Complimentary rooms should be negotiated                                         
  in the contract and be free of charge) 

Total      $1800 

 1800 divide by # of attendees (80) = $22.50                                    $    23 fee 

 

 

APPENDIX B     Computing Meal Prices 

 

Cost of Meal plus gratuity  = cost to the convention 

Number of complimentary meals  @  cost to the convention    

 (dignitaries and NGC Scholarship winner) 

Expenses such as a speaker or entertainment, etc. 

  

Add these together for total then divide by number of people expected to get the extra 

assessment. 

 

Add the extra assessment to the cost to the convention to get individual cost for each 

meal.  Round up to the nearest dollar for easier bookkeeping. 

 

Example: 

 

Meal + gratutity = $18 x 18% gratuity = $21.24 (round up to $22 x 80) = $1760 

Complimentary meals 2 x $22  (add one more meal for scholarship winner) =       44 

       This includes the MFGC president, NGC president or RMR director. 

Expenses, entertainment, speaker      =     275 

  Total of all above expenses   $2079 

 

Divided by 80 (estimated attendees) = $25.98, round to $26.00 cost/person for the meal 

 

Note:  Chairmen of Life Members and Judges Council will compute the fee charged for their 

meal function, if any. 
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REGISTRATION REPORT 

MONTANA FEDERATION OF GARDEN CLUBS, INC. 

___________________________________________________   (location and date) 

Montana State President   ______ 

Past State Presidents   ______ 

State Officers    ______ 

District Directors    ______ 

Club Presidents    ______ 

State Chairmen    ______ 

Delegates     ______ 

National Garden Club President  ______  

Regional Director    ______  

National Board Members   ______ 

Regional Board Members   ______ 

State Life Members    ______ 

National Life Members   ______ 

Club Members    ______ 

Alternate Delegates   ______  

Flower Show Judges   ______ 

Student Flower Show Judges  ______ 

Landscape Design Consultants  ______ 

Student Landscape Design Cons.  ______ 

Guests     ______ 

 

 Minus Duplication  ______ 

Total MFGC Members Attending   ______ 

Total Guests and non MFGC Members  ______ 

*A registration report is a combination of those who are eligible to vote and non-
voting members, spouses, and guests. 
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CREDENTIALS REPORT 

MONTANA FEDERATION OF GARDEN CLUBS, INC. 

____________________________(location and date) 

 

Elected Officers   ______ 

Appointed Officers   ______ 

District Directors   ______ 

Past State Presidents  ______ 

State Chairmen   ______ 

Club Presidents (or Proxy) ______ 

Delegates    ______ 

  Total   ______ 

 

Duplications  (subtract from total) ______ 

 

            Voting Strength   ______ 

 * A credentials report is adopted by a majority vote of the 
assembly and reflects those who are eligible to vote at this convention. 
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MONTANA FEDERATION OF GARDEN CLUBS 

____ STATE CONVENTION 

VENDOR’S INFORMATION FORM for CONVENTION CHAIRMAN 

 

Vendor’s Name      Contact Person 

 

Address       Phone Number 

        Cell Phone  

Dates 

 

Location 

 

Set up Display Time 

Set Up Display Location 

Display Removal Time 

 Manned Display  

 Un-manned Display 
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MONTANA FEDERATION OF GARDEN CLUBS, INC. 

VENDOR AGREEMENT 

 

 This agreement is entered into this _____ day of ______________________, 20_______     

Between Montana Federation of Garden Clubs, Inc. (MFGC) and 

______________________________________________ Vendor. 

 

For and in consideration of MFGC providing Vendor space for sale of Vendor’s 

wares at ___________________________________________________________(event name & date), 

Vendor agrees to pay MFGC 15% of Vendor’s gross receipts at this venue,  

Payable to MFGC’s  treasurer prior to Vendor’s departure from the venue. 

Vendor agrees to bear at its own expense, any costs charged by the convention 
venue for tables, security, electricity, etc. 

Vendor acknowledges, agrees and hereby releases and discharges MFGC and the 
convention venue for any lost, stolen or damaged items, such loss or damage 
being the sole responsibility of the Vendor.  Further, Vendor assumes and agrees 
to hold MFGC and convention venue harmless from any liability, injury or damage 
to person or property arising out of vendor’s activities pursuant to this 
Agreement. 

 In witness whereof, the parties have signed this Agreement effective on the 
date above written. 

 

      ___________________________________________________ 

         Vendor 

 

___________________________________________________ 

         MFGC Chairman 

 

        



CONVENTION  FINANCIAL REPORT— MONTANA FED. OF GARDEN CLUBS, INC. 

___________________________________________________ (location and date) 

Statistics 

 Total MFGC members registered  __________ 

 Total number of guests   __________ 

   Total number attending __________ 

 

Event Attendance 

 Breakfast   ______ people  _______ meal charge 

 Life Members Function ______ people  _______ meal charge 

 Lunch Friday   ______ people  _______ meal charge 

 Lunch Saturday  ______ people  _______ meal charge 

 Tour    ______ people  _______ tour charge 

 Saturday Evening Function ______ people  _______ meal charge 

 Other (Judges Council Function, etc.) ____________________ 

 

In Kind Donations—please list items and company that donated items.  This information helps fu-

ture committees plan. 

 

 

 

 

 

 

 

 

 

 

 

 

Income: 

 MFGC advance (if received)   $ ________ 

 Registration  $______/person   $ ________ 

 Meal Fees     $ ________ 

 Fundraising 

  Auction    $ ________ 

  Raffle     $ ________ 

  Vendors    $ ________ 

  Advertising    $ ________ 

  Cash Donations   $ ________ 

 Miscellaneous _______________________ $ ________ 

 

 

 

     TOTAL INCOME:  $  ________________ 
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Disbursements 

 Refunds      $ _________ 

 Hotel Meal and Beverage Charges   $ _________ 

 Technical Equipment and Meeting Room Charge $ _________ 

 Tour       $ _________ 

 Entertainment      $ _________ 

 Other (list)      $ _________ 

  

 Convention Event Expenses 

  Program Printing    $ _________ 

  Workshop Expenses    $ _________ 

  Speaker Honorariums    $ _________ 

  Registration Committee Costs   $ _________ 

  Dignitary Room Baskets   $ _________ 

  Flowers (honor designs)   $ _________ 

  Reception     $ _________ 

  Refund MFGC Advance   $ _________ 

  Other (list)     $ _________ 

    

      Total Disbursements  $ _____________ 

 

      TOTAL PROFIT or LOSS $ __________________ 

 

PLEASE SEND THE ORIGINAL OF THIS FORM WITH A CHECK FOR THE PROFIT TO THE MFGC TREASURER 

WITHIN 25 DAYS OF CONVENTION.  PLEASE SEND OR EMAIL A COPY OF THE REPORT TO THE MFGC PRESI-

DENT AND ONE TO THE RECORDING SECRETARY TO BE FILED WITH THE CONVENTION GUIDELINES. 

 

FOR  INFORMATION  ONLY 

 

LIFE MEMBER FUNCTION / FUNDRAISING REPORT:   (IF JUDGES COUNCIL HELD A FUNCTION, PLEASE ATTACH THE SAME 

INFO) 

 

 Dinner Income  $ ____________ 

 Fundraising Income $ ____________ 

 Donations  $ ____________  Total  Income: $ ___________ 

 Dinner Cost  $ ____________ 

 Entertainment or other $ ____________ 

 Decorations  $ ____________  Total Expenses $ ___________ 

 

       Net Income $ ___________ 

 

HOST CLUB WAYS AND MEANS: *  

 

 Income   $ ___________ 

 Expenses  $ ___________  Net Income $ ____________ 

 

 * MFGC policies (2010) state:  “Each club is requested to donate one or more items (new or used) to be sold at the 
Ways and Means table during Conventions, Fall Board and District meetings.  The host club may request donation of 
specific kinds of items.  Any profit from Ways and Means items sold at Convention or Fall Board will remain with the 
host club(s) as long as all the costs of the function are paid. 
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