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A Day in the Life of the Region 5 Vice Chair 
 

The main service of the Vice Chair is working with the hotel to 
make the Assembly and Convention run smoothly.   
 

Region 5 Assembly 
 
In preparation for Assembly, I contact hotels to see if they have 
the meeting space that we need for our assembly.  I will then 
request a proposal from several hotels in the area that we will be 
having the assembly.  After reviewing the contracts, I decide 
what hotel is the best place to have our assembly.  I then sign the 
contract to secure our meeting place for the assembly.  I stay in 
touch with the hotel to make sure the links to reserve our rooms 
are working properly.  I send them the menu for lunch and make 
changes to that menu when necessary.  The menu for lunch is 
pretty much set and usually does not require any changes.  I make 
sure everything is in place.  I sign the banquet orders, which are 
the forms that the hotel uses to let their staff know how we 
want the space set up.  The hotel and I stay in contact with each 
other, as the date gets closer.  When I receive the final meal 
count from the Secretary, I communicate that to the Hotel 
staff.  When I arrive early on Friday afternoon, I review the 
room setup, AV equipment, reviews the bills to make sure 
everything is correct.  
 
Then I attend the Board meeting on Friday.  
I attend the Friday Evening Session. 
I do the roll call in the morning and afternoon for the Credential’s 
report.  
The Vice Chair also chairs the Finance Committee meeting.  
I attend the Saturday Evening OA meeting.   
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On Sunday morning I pick up the final bill and review it with the 
Board at the Board meeting. 
Vice Chair’s final duty is to drop off the signed bill at the desk.   
 
In addition there are optional travel opportunities to present 
Service, Traditions, and Concepts workshops. 

 
Assembly is the main responsibility, so here are some more 
details about it.  Months ahead of Assembly the hotel contracts 
need to be reviewed and signed, though sometimes I work off an 
ongoing, multi-year contract when the hotel has the idea meeting 
space for our event. 
 
The events manager emails the pages as an attachment and I 
check them against previous contracts to see if there are any 
unexpected charges. 
 
If we are changing the Assembly’s location, the preparations 
become a more time-intensive process of visiting possible hotel 
locations, presenting a cost comparison to the board, and 
arranging a brand-new contract and luncheon with staff that are 
unfamiliar with our needs. 
 
A written Vice-Chair Report is due to the Secretary about three 
weeks ahead of Assembly, and that’s also the time to book rooms 
for the board members.  
Once the delegate registration closes, about four weeks ahead, the 
Secretary let’s me know the lunch numbers and I forward them to 
the hotel catering banquet manager.  
 
Before the meetings begin I check the meeting room set ups and 
work with the hotel staff if any concerns are raised. 
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During the business meetings I perform the credentials check 
for both morning and afternoon sessions, which verifies our 
voting numbers.  I also try to keep the rooms comfortable as 
possible for everyone in attendance.  After the Sunday board 
meeting is finished, the Treasurer and I review the final bill for 
any unexpected charges and then we authorize the hotel to 
charge the balance to our credit card. 
 
 

Region 5 Convention 
 

Vice Chair now has the responsibility for the Region 5 Convention.  
I will now look at the hotels that the Hosting Intergroup is 
proposing for our use for the Convention.  I will go and look at the 
various hotels and then I will make a decision as to where Region 
5 Convention will be held.   
I will sign the contract and negotiate the best rate and price for 
our convention.  
 
I will sign off on all banquet orders and meeting rooms and how 
they are set up.   
 
I will work closely with the hosting intergroup to make sure they 
have what they need from the hotel. 
 
This document is a work in process.  More details will be added in 
the near future.   
 
	  


