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Convener’s Report – <Insert Convention Name>

WASFF Convener’s Report
Convention: <Insert Convention Name>

Convener:

Date:
Notes: 

· Please submit each convention report in a separate document.

· On some systems enabling auto quotes prevents odd printing or PDF conversion errors.  

· Please remove these notes when you are done.  :-)

1  Last period 
The following outlines what’s has occurred in the period since the last board meeting depending on the current state of your convention. These states are planning, active, and wrap up.
In most cases this section should detail what your occurred based upon what you planned to achieve in the “next period” of your last convener’s report.
1.1  Financial summary
This section should covers the financial state of the convention depending on its state.

· Planning – The current progress of the development of the Budget Timeline.
· Active – The current progress of the financials based upon the Budget Timeline. This should include details for any deviation against the budget.
· Wrap up – The current progress for wrapping up the financials based upon the Budget Timeline.
1.2  Convention summary
This section should covers details about the convention depending on its state. This should also include information about the venue and guests.
· Planning – The current progress of planning for the convention.

· Active – The current progress of the convention. 

· Wrap up – The current progress for wrapping up the convention.

1.3  Membership summary
This section should provide details about membership depending on its state.

· Planning – What are the expected types, numbers, and costs?

· Active – The current progress of the memberships against the Budget Timeline.

· Wrap up – The current progress of wrapping up any outstanding memberships.
1.4  Program summary
This section should covers the progress of developing the program for the convention

· Planning – What are the major details of the program you’ve worked out?
· Active – The current progress of developing the program.
2  Next period 
The following outlines what you plan to achieve in the next period before the next board meeting depending on the current state of your convention. These states are planning, active, and wrap up. 
*If your convention has been completely wrapped up, this section is not necessary.
2.1  Financial summary

This section covers the planned financial state of the convention depending on its state.

· Planning – The expected progress of the development of the Budget Timeline.

· Active – The expected progress of the financials based upon the Budget Timeline.
· Wrap up – The expected progress for wrapping up the financials based upon the Budget Timeline.
2.2  Convention summary

This section covers the planned details about the convention depending on its state. This should also include information about the venue and guests.

· Planning – The expected progress of planning for the convention.

· Active – The expected progress of the convention. 

· Wrap up – The expected progress for wrapping up the convention.

2.3  Membership summary

This section should detail the planned membership depending on its state.

· Planning – What are the types, numbers, and costs you plan to work out?
· Active – The expected progress of the memberships against the Budget Timeline.

· Wrap up – The expected progress of wrapping up any outstanding memberships.
2.4  Program summary

This section should cover the planned development of the program for the convention

· Planning – What major details of the program are you expecting to have worked out?

· Active – The expected progress of developing the program.
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