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A. Name

· The name of this position is the Convention Exhibits Manager
B. Purpose

· The purpose of this code is to help the individual who is selected to the position of Convention Exhibits Manager.

· The code shall serve as a guide and reminder of certain responsibilities and actions which should be taken by the Convention Exhibits Manager in the best interests of the Association.

· The code should help to standardize practices and acquaint the Convention Exhibits Manager with his/her responsibilities.

C. Organization

· The Convention Exhibits Manager is a one-year commitment.
· Eligibility:  The Convention Exhibits Manager must have had one year of continuous membership in SHAPE SD.

· The Convention Exhibits Manager shall be selected by the President in consultation with the Executive Director for the following year’s convention.
D. Duties:
· Contact potential exhibitors from previous conventions (State – District – National) immediately following the convention.

· Send first letter (cover letter, exhibit application form.)

· Send follow-up letter or call if necessary.
· Inform commercial exhibitors they may be offered a maximum of one presentation at the SHAPE SD convention. The convention exhibit chair will inform these exhibitors that no sales may occur at the session.

· Acknowledge receipt of check. Send information on the convention and how and where each exhibitor may set up booth. Include maps and directions to the convention site.

· Arrange to be at the exhibit site early and to have several assistants available to help exhibitors move equipment and set up booths. Likewise, have a crew available to assist in dismantling booths and cleaning the area at the end of the exhibit period.

· Determine procedure for collection of door prizes.
· Collect door prizes and coordinate distribution with the door prize chair at the meals, social and/or general sessions.
· Advocate for the promotion and support of quality physical education, health, and physical activity across the state and work with Advocacy as needed (see Advocacy Operating Code).
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