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VI.  REGISTRATION 

INTRODUCTION 

One of the major responsibilities of the  Headquarters Staff is to: 

• Produce the preregistration packet with input for the local committee; 
• Receive and process abstract submissions and preregistration forms and payment; 
• Supervision of on-site registration during the conference with support from the local 
committee and conference volunteers. 

The Headquarters Staff also will be called on to provide summary information on 
registration numbers for events such as the tours, lunches, banquet, etc., before and during 
the conference. 

Registration is a central concern of conference planning.  It is complex, unforgiving, and 
the needs and schedule of registration will at times drive other aspects of conference 
planning.  Close coordination is essential so that registration has the information it needs, 
in the form it is needed, and when it is needed.  Likewise, the registration process will 
generate critical information of use in other areas of planning.  With the Headquarters Staff  
overseeing registration, it is assumed that the registration functions and responsibility of 
the local committee will be less burdensome. 

Preregistration as Marketing 

The preregistration packet is the only detailed description of the conference that the entire 
SHA membership will receive other than that contained on the SHA website or link 
thereto.  For many, the preregistration data sets the tone for the meeting, which becomes a 
deciding factor on whether or not to attend.  The preregistration package is published in the 
Fall Newsletter, and is no longer mailed to potential registrants. It is the responsibility of 
the local committee to work with Headquarters staff to design and produce the 
preregistration information that ill appear in electronic and paper conference registration 
documents. 

Electronic Registration 

Beginning with the Long Beach Conference in 2001, electronic registration via the 
conference web site, linked to the SHA web site, became available.   The Headquarters 
Staff  now handles the electronic registration process based on the information provided to 
it by the  local committee. 
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On-Site Registration  

For those who choose to attend the conference, on-site registration is the first aspect of 
conference organization that they encounter.  This proverbial first impression of the 
conference can be decidedly positive or negative.  Once again, time and money used to 
prepare for efficient on-site registration is a good investment toward the success of the 
conference. 

ESTABLISHING A SCHEDULE 

Establishing and maintaining a detailed schedule for preregistration and on-site registration 
planning is essential.  The entire conference team must be aware of this schedule and 
especially the deadlines for providing information to the  Headquarters Staff.  The major 
events scheduling must accommodate are: 

• Abstract submissions; 
• Publication of preregistration information; 
• The advance registration deadline or cut-off; and 
• The conference itself. 

These events and their scheduling needs are reviewed below. 

Abstract Submittals 

Individuals who plan to present a paper at the conference must preregister for the meeting.  
The preregistration fee must be submitted with their abstracts.  The abstract and 
accompanying preregistration fee will arrive in the late spring, and the Headquarters Staff 
must track these payments, as well as late fees such as past-due abstract submittals.  
Payment tracking will be handled by the Headquarters Staff , which will in turn provide 
this information to the appropriate committee chairs. 

Publishing the Preliminary Program and Conference Registration  Information 

Preliminary program and conference registration information must be compiled by August 
15 to be available for publication on the Fall Newsletter.  Because the registration  
information describes the conference in some detail and allow people to sign up for all 
conference events, many aspects of conference planning must be finalized before it can be 
published.  In order to  compile the registration notice, the following information will be 
required:   

• Registration fees; 
• Roundtable luncheon and/or breakfast topics, menu (to establish cost), and price; 
• Banquet menu and price; 
• Tour options, dates, times, and prices; 
• Commemorative sales options and prices; 
• Hotel registration forms; 
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• Conference airline or travel agent; 
• Ground transportation information; 
• Day care availability; 
• Dance, open house, and reception plans; 
• Special meetings such as the ACUA photo contest and workshops  
• Preliminary program 
• Deadline for refunds 

Whomever is in charge of each of these arrangements must be aware of the effect that their 
planning has on registration planning. 

Preregistration and Refund Requests 

The advance registration deadline should be approximately one month prior to the 
conference.  Historically, this deadline has been set as December 1.  This deadline will 
mark the peak workload for processing advanced registration forms.  Registration forms 
will continue to arrive after this date but will decrease in frequency.  As with the 
submission of abstracts, payment methods will abound.  Procedures must be clearly 
established to record incoming material and payments. 

A deadline for refunds should be set and printed on the registration form and be included 
on the electronic registration page.  This deadline should expire at least a week before the 
conference.  This deadline is separate from the mid-October deadline established for 
presenters. 

Designing the Registration Form 

The design of the registration form is critically important to a successful registration 
process. If it is not designed well, it will attract error.  It should be exceedingly clear and 
concise, designed for database entry, and must contain: 

• Name (Last, First, Middle) 
• Affiliation 
• Address 
• Phone Number 
• Nametag block (a space to ask each individual to list precisely how they want their  
 nametag to read) 
• Registration alternatives and deadlines (both advance and regular rates should be  
 listed) 
• Place to subtract registration fees submitted with abstracts 
• Roundtable luncheons (first choice and alternatives) and price 
• Banquet time, tentative menu, and price 
• Tour details and price 
• Commemorative items, including sizes available, a place to order a particularly size and 

 color, and price. 



 

 
 

84 

• Refund instructions and address 
• How to make checks out, to charge their fees, or to register via the website 
• Return address 

Advance registration fee alternatives should include: 
• SHA member, advance and regular 
• SHA student member, advance and regular 
• Non-member, advance and regular 
• Non-member student, advance and regular 
• Spouse/Accompanying Guest 

One-day rates should not be listed on the preregistration form to avoid abuse of these rates; 
however, they should be available at on-site registration.  The SHA Board has determined 
that non-member rates must be at least double the member rates (Section IV). 

  

 

PROCESSING REGISTRATIONS BEFORE THE CONFERENCE 

Shortly after the preliminary program and conference registration information have been 
published, completed registration forms and payments will start to return. All registration 
forms and payments are to be sent directly to the Headquarters Staff to be processed.  As 
they are received, registration forms will need to be date-stamped.The date stamp ensures 
fairness in assigning limited space in the roundtable luncheons and tours, and in enforcing 
the deadline for advance registration.   

As registrations are processed, summaries should be generated periodically and distributed 
to the local committee.  Close coordination with the Headquarters Staff to establish a 
reporting schedule will be necessary.  As registrations are received, it will also be 
necessary to track closely any items that are available in limited quantity.  Most notable 
here are the roundtable luncheons and tours.  These often sell out well before the 
conference and they are filled on a first come, first served basis.  If a particular tour is very 
popular, there may be sufficient time to arrange for the necessary transportation and tour 
guides to accommodate the received requests.  By doing this, additional revenue is gained 
for little cost, and a willingness to accommodate conferees is demonstrated. 

Incomplete registration forms are to be immediately sent back to sender for completion.  
This is most easily done by fax or email.  Sending the forms back for completion helps 
insure that the necessary information is received and puts the responsibility for completing 
applications correctly on the shoulders of the person filling out the form.  Incomplete 
forms include missing payment. 
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DESIGNING AND PRODUCING THE REGISTRATION PACKETS 

The registration packet is what conference attendees will receive when they arrive at the 
conference and after they have paid all the pertinent fees.  It contains: 

• An itemized registration statement/receipt 
• A program book (Appendix C) 
• An abstracts book (if separate from the program book) 
• Nametag and holder (clip or pin back holders and hanging holders have both 

  been used at recent conferences)  
Ribbons for past presidents, current board members, Harrington/Ruppé/Cotter awardees, 
Committee Chairs conference staff and volunteers (maybe available from the Headquarters 
Staff, if not they need to be obtained locally) 
• Tickets for banquet, luncheons, and tours 
• Commemorative items 

The packet may also contain a variety of optional materials: 
• Coupons for local restaurants, bars, etc. 
• Brochures on local attractions 
• Lists of recommended restaurants, bars, etc. 
• Conference information circulars  
• Map showing the local vicinity of the conference 

Generally, a registration packet is assembled and placed in a 9 x 12 in. envelope that may 
be custom printed at the discretion of the committee and Headquarters Staff.  Not all of the 
listed materials will always be placed in these envelopes.  Very often, to avoid overstuffed 
envelopes, registration volunteers hand out programs/abstracts books and nametag holders 
separately.  Also, commemorative items, such as T-shirts, that do not conveniently fit in 
envelopes will require a separate package but are to be handed to registrants as they arrive 
at registration. Registration packages are prepared shortly before the conference by 
Headquarters Staff staff, local committee staff, and volunteers, 

Nametags 

Attractive name tags with bold, easily read names and institutional affiliations are 
essential.  These can be produced in a variety of ways, but they should be 3 x 4 in. in size 
with the blanks printed on 8 x 11 in. stock for use with a laser printer for on-site 
registration.  Further, these sheets can be purchased microperforated so that they can be 
easily separated and placed in holders.  Consistently produced, high quality nametags are 
sincerely appreciated. Printing nametags is the responsibility of the Headquarters Staff. 

Assembling Packets for Preregistrants 

Packets for preregistrants will contain their statement and whatever special items they have 
requested (tickets, etc.) or are entitled (ribbons, etc.).  Packets should be labeled on the 
outside with the registrants name and filed alphabetically by last name.  Standard storage 
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boxes make it easy to store packets alphabetically and to transport the packets to the 
conference site. 

Commemorative items are usually too large to fit into the preregistration envelopes and 
should be prepackaged.  These items have already been sold and prepackaging will ensure 
that they are not inadvertently sold to another individual.  Prepackaging also will make 
their distribution easier.  At recent conferences, commemorative items were placed in a 
paper sack labeled with the individual’s name.  On the regular registration envelope, a 
large, bright adhesive dot was placed next to the individual’s name alerting registration 
volunteers that they had also purchased commemoratives and that they need to be found 
and provided to the registrant. 

Assembling Packets for On-Site Registration 

Packets for on-site registration will consist of unlabeled envelopes filled with generic 
information.  These will be given to registrants along with their statement/receipt and 
whatever unique items they may have requested or to which they are entitled. 

REGISTRATION AT THE CONFERENCE 

Registration at the conference starts on Tuesday and continues through noon on Saturday.  
Wednesday hours usually extend into the early evening whereas those on subsequent days 
are 7:30 AM until 4:30 PM.  The Registration Center should be set up and organized for 
business on Tuesday evening. 

While it is anticipated that the Headquarters Staff will handle on-site registration assisted 
by registration volunteers from the local conference, a number of key volunteers will be 
needed on Tuesday to set up the center.  The center will be the busiest on Wednesday and 
on Thursday morning when most conference attendees register.  After Thursday morning, 
fewer individuals can handle the workload. 

Several responsible individuals should be recruited to staff the center and assist 
Headquarters Staffl and these individuals should be trained in all registration duties.  For 
peak times, other volunteers will be needed and they should be trained in their specific 
assignments. 

The location of the Registration Center will vary depending on the conference site.  It 
works best if the Registration Center is located close to the Exhibit Center/Bookroom so 
that membership questions can be quickly and efficiently resolved.  Further, if at all 
possible, registration should operate from a room or area where the entrances can be 
locked.  This will allow the registration tables and equipment to remain set up continually 
(preventing the need to take it apart and set it up daily, which is exhausting), and will allow 
registration staff the ability to work before and after hours without being disturbed. 
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The Registration Center will be a central reference point for questions.  Because of this, if 
possible, the Registration Center and Conference Office should be very nearby each other.  
The center, however, should not be a place where idle staffers gather to socialize. 

Registration Center personnel must be able to communicate with other conference staff, 
the SHA Headquarters Staff, and the hotel.  For that reason, the center should be equipped 
with a telephone or a two-way radio.  A telephone or radio should also be placed at the 
SHA on site Business office to facilitate direct communication with registration. 

The Registration Center should be set up with a counter or tables designed to handle 
advance and on-site registrants; it is best to separate these two types of registrants.  
Preregistrants need only pick up their packets and, in some cases, pay any fees due.  On-
site registrants will need to complete the appropriate forms, make payment, and receive 
their packet once the receipt and nametag have been prepared.  It is strongly recommended 
that there be a clear separation between on site and preregistration areas. 

Headquarters staff should consider including a “trouble” desk in the organization of the 
center.  The “trouble” desk would handle problems encountered during or resulting from 
the preregistration process, e.g., refunds, balances due, incomplete registration 
information, receipt problems, and lost registrations.  Individuals with “problem” packets 
or detailed questions would be referred to this desk for service.  The purpose of the 
“trouble” desk is to smooth the registration process and decrease the time that all conferees 
spend at the registration desk. 

Equipment needed at the Registration Center will include at least two computers, one of 
which may be attached to an ink jet or other printer (for statements) but the other should be 
attached to a laser printer (for nametags).  Additional computer equipment is desirable in 
the event of failure and to decrease turnaround time. 

Other equipment will include standard office supplies such as staplers, pencils, pens, staple 
removers, paper, trash baskets, etc.  A large freestanding corkboard should be placed at the 
Registration Center for important announcements and for messages, or a separate message 
center should be established.   

Preregistrants 

Those who have registered in advance will need, most often, to only to pick up their 
packets.  In Kansas City, registration opened at 10:00 AM to allow preregistrants to pick up 
their packets after check-in, with full registration services starting later in the day.  This 
prevented long lines from developing despite the fact that 80% of the attendees chose to 
preregister.  Workshop attendees appreciate being able to pick up their packages early 
Wednesday morning. 

The ACUA meets on the Tuesday prior to the conference and the SHA Board meets on 
Wednesday.  The packets for preregistered members of these bodies should be hand 
delivered to their prospective meeting rooms immediately prior to the start of their 
meetings. 
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On-Site Registration 

On-site registration is the most involved of the on-site processes.  In order to facilitate this 
step, a special on-site registration form should be developed that is a simplified version of 
the preregistration form.  This form removes obsolete options and also distinctly identifies 
on-site registrants in the paper files. 

To effect on-site registration, an individual will complete a form and submit payment.  
This form should be given to a volunteer to enter the information into the database and 
generate a receipt.  Nametag information should be given to another volunteer who will 
produce a nametag.  If the individual purchases tickets or commemoratives, these need to 
be assembled.  This may take a moment or two.  Registrants should be directed as to when 
to return so that they can pick up their materials and nametag should on-site registration be 
crowded. 

On-site registrants will be able to purchase luncheon tickets, banquet tickets, and tour 
tickets as available.  Cut-off times for these ticket sales should be established in 
consultation with the hotel, and volunteers should be aware of any options that are sold-out 
or cancelled.  The key to having this run smoothly is to be able to quickly generate counts 
of those registered for these events so they are not oversold. 

Registration and Other Fees—A Reminder 

Refer to the section on awards so that registration perks can be coordinated with the 
Awards Coordinator.  It is suggested that the awardees’ packages be provided in advance 
to the Awards Coordinator to handle.  The Awards Coordinator would then be responsible 
for returning any fees due to the Registration Chair. 

Caveat 

It is impossible to please everyone, so don’t even try.  The goal should be an efficient, 
logical, and professional approach to conference registration built on the careful 
anticipation of problems.  Registration should be flexible enough to deal with the human 
condition and operated by friendly but resolute individuals.  
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 VII.  ADMINISTRATIVE AND SERVICE FUNCTIONS 

INTRODUCTION 

A series of meeting functions are designed to support the administrative needs of the 
society, provide services to conferees, facilitate on-site management and administration of 
the conference, and supply essential meeting equipment.  Administrative activities usually 
are single events while service functions continue for the duration of the conference.  Both 
administrative and service functions may crosscut areas of responsibility.  Headquarters 
staff will be responsible for overseeing and coordinating most of the space or service 
requirements discussed in this section in close cooperation with the Conference 
Committee.  Close coordination among conference chairs, directors, and staff is essential. 

Administrative functions include: 
• Annual Business Meeting 
• Awards Presentation(s) 
• Board and Committee Meetings   
• Workshops and Caucuses  

Service functions are grouped as follows: 
• Administrative Services 

o Registration Center 
o Conference Office  

• Session Services 
o Poster Sessions 
o Preview Room 
o Audiovisual Equipment 

• General Services 
o Child Care (Pat – Do we provide this?  It hasn’t been offered at the past two conferences.) 
o Employment Center   
o Exhibits Center  

ADMINISTRATIVE FUNCTIONS 

Annual Business Meeting 

The society’s annual Business Meeting takes place on Friday and ordinarily is scheduled to 
begin around 4:30 PM.  Friday afternoon sessions, therefore, must be completed in a timely 
manner.  No other conference function can be scheduled opposite this event.  If the 
function space has been broken out for sessions, the area must be reset before the Business 
Meeting convenes.  Setup requirements are outlined in the Hotel section (Section III)   
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Awards Presentation 

Introduction 

The society has six classes of awards.  Refer to Section IV, the Chapter on Finances and 
the subsection on Awards for a complete listing.  The J. C. Harrington Medal in Historical 
Archaeology, named for the excavator of Jamestown and first recipient, is the oldest and 
most distinguished.  This award, first conferred in 1982, was established to recognize a 
member’s scholarly contribution to the field of historical archaeology.  The Carol V. 
Ruppé Distinguished Service Award, first given in 1990 to the former exhibits coordinator 
and award namesake, was created to recognize a member for both long and distinguished 
service to the society, or for outstanding specific achievements.  The Award of Merit was 
established in 1991 to recognize any individual or organization for specific achievements 
furthering the goals of historical archaeology.  The John L. Cotter Award, named for the 
society’s first president, was created in 1998 to recognize notable achievements by 
members early in their careers. The James Deetz Award was established in 2004  to honor 
colleagues who have produced a notable, well written book on archaeology that appeals to 
a broad, crossover audience of readers. In recent years, the awards have been expanded to 
include the Student Paper Prize and Dissertation Prize.   

The society’s Awards Committee Chair coordinates the selection and presentation of these 
awards.  Awards are typically presented in a ceremony held in conjunction with the 
banquet or are spread out and awarded at different conference functions.  Per guidance of 
the SHA Board at their January 2000 meeting, the awards ceremony is to last no longer 
than one hour. 

Conference and Award Committee Coordination 

Conference organizers must interface with the society’s Awards Committee Chair to plan, 
schedule, and implement the awards ceremony (Section IV).  The following tasks are 
completed in coordination with the SHA Awards Chair by the Conference Chair, the 
Program Chair, or Local Arrangements Chair, as appropriate: 

• Scheduling the Awards Ceremony on the program 
• Arranging any special presentation needs 
• Including honoree(s) name(s), address(es)/affiliation(s), and a brief description of 
 accomplishments in the printed program 
• Confirming the attendance of honoree(s) 
• Assisting with accommodations and registration 
• Providing a hospitality escort to society events and functions, including airport 
 transportation, if necessary 

The presentation of society awards, which normally occurs immediately following the 
banquet, is a prestigious event and should not be scheduled against any other conference 
function.   
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Board and Committee  

Meetings 

The SHA and the ACUA boards will require space for meetings during the conference. 
Headquarters Staff will contact and consult with the SHA and the ACUA board presidents 
concerning needed arrangements. 

Various standing and ad hoc committees of the society also require meeting space during 
the conference.  Chapter I of this manual has a draft meeting schedule to provide a 
framework for coordinating with the SHA President and the committee chairs.   The same 
room reserved for Board Meetings frequently can be used for such committees meetings if 
scheduling permits.  Board usage takes priority.  Occasionally, the presidential suite is 
used for small committee meetings.  Setup and catering requirements are described 
elsewhere (Section III).   

The local committee in cooperation with Headquarters staff must schedule space for each 
committee meeting. An experiment at the Sacramento meeting involved scheduling all 
committees except the SHA Board and ACUA Board at the same time and in the same 
space. That experiment failed because committee members often belong to more than one 
committee, and the meeting was scheduled opposite symposia.  The plan is to schedule the 
committees in two shifts:  3:00 p.m. – 3:45 p.m. and 3:45 p.m. – 4:30 p.m. and to not have 
any paper presentations offered at that time. The Annual Business meeting will follow the 
committee meetings in the same room.  The reasoning for this format is to have more 
committee members attend the committee meetings and to have more people attend the 
Annual Business meeting as well.   

Workshops and Caucuses 

Various special interest groups may request space for business meetings, discussion 
sessions, or open workshops, as well as the SHA sponsored Workshops.  Among those 
most regularly asking to be accommodated are Urban Archaeology Group, the African 
American Study Group, and the Register of Professional Archaeologists.  Although such 
activities are not strictly programmatic, they should be provided suitable space and listed 
in the program.  The Conference Chair should be sure that such groups are notified as part 
of the general call for papers to submit their requests in a timely manner.  Group 
representatives must advise the conference Program Chair of their preferred meeting time, 
anticipated attendance, room set up, and any audio-visual needs.   

The Workshops are another fundraising function of the SHA and, as a result, there are no 
programmatic or planning responsibilities for the site committee other than to assist in 
arranging for space, audio-visual equipment, refreshments for breaks, and to include the 
preprinted workshop information and registration in the preregistration package.  The SHA 
Secretary-Treasurer and the Continuing Education Coordinator set the fees for these 
workshops.  Since the SHA is firmly committed to sponsoring these workshops, there 
cannot be other workshops that charge a registration fee.  The costs associated with these 
workshops are paid for directly by the SHA and are not part of the conference budget. 
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SERVICE FUNCTIONS 

Administrative Functions 

Registration Center 

The Registration Center must be in a convenient, accessible area.  Many conference hotels 
have a registration alcove in the lobby near the front desk, and such facilities can be quite 
serviceable, especially if the room can be secured when unattended.  It is highly 
recommended that the registration center be located in an area that can be secured when 
the center is closed.  This prevents the early morning setup and evening breakdown from 
being a necessity—a real energy drain when the registration personnel are already busy.  In 
some cases, however, it may be necessary to use a rollaway registration counter.  This can 
be set up in a prefunction area near the actual meeting rooms and moved at will, but 
registration materials and equipment also will have to be set up, taken down, and stored 
each day.   

The Registration Center must be adequately lighted, have sufficient counter space, and be 
served by telephone or radio communications.  Electrical outlets, and adequate numbers of 
chairs and waste receptacles are necessary.  Readers should also are refer to “Registration 
at the Conference” (Section VI) and comments on setup (Section III). 

Conference Office 

The conference office functions as the management and information center for the meeting 
staff.  Ideally this facility will be incorporated with the Registration Center (see 
“Registration at the Conference” in Section V).  If, for whatever reason, this facility cannot 
be integrated with the Registration Center, then space must be reserved (Section III).  The 
office is reserved and set up from Monday morning through Sunday noon.   

SESSION SERVICES 

Poster Sessions 

Poster sessions are prepared presentations developed as displays combining text and 
graphic illustrations.  Poster Sessions are arranged by the Program Directors in 
coordination with the Program Chair and are subject to the same submission guidelines as 
papers.  If a poster session(s) is submitted and accepted, arrangements must be made for its 
presentation.  The Program Chair must consult with the Local Arrangements Chair to 
identify and reserve space and determine setup needs for this function.  If at all possible, 
the session should be scheduled in an area separate from, but near, the Exhibits Center.  
During the meeting, the local committee’s Exhibits Director coordinates poster session(s) 
setup and oversees daily management.  If the proposed session is comparatively small, the 
Local Arrangements Chair should consult with the Exhibits Coordinator about integrating 
the posters with other displays scheduled for the Exhibits Center/Bookroom.  
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Speaker Ready Room 

A room should be provided wherein meeting participants presenting papers may review 
their presentations.  The room should be equipped with appropriate power and extension 
cords, a table, and two chairs.  Since SHA offers LCD projectors in the meeting rooms, 
speakers can use the Speaker Ready Room to review their Powerpoint slides on their own 
laptops as well as to coordinate with their session chairs to load up their presentations onto 
one laptop.  A volunteer charged with ensuring security of the equipment and resolving 
any problems that may arise should staff the room.  The Speaker Ready Room should be 
open Wednesday afternoon through Saturday afternoon.  Provision should be made for use 
during evening hours, if requested, and scheduled in advance by one or more participants.  
The program should provide information on the location of the preview room, hours of 
operation, and who to make arrangements with for evening use. 

Audiovisual Equipment 

Past Conferences provided an array of audiovisual equipment for presenters upon request. 
The cost of audiovisual equipment has sharply increased in recent years, at the same time 
that most presenters moved to Power Point presentation. By Board decision, conferences 
no longer provide slide projectors, overhead projectors or any other audiovisual equipment 
besides LCD projectors, microphones, laser pointers, and screens. The conference does not 
provide laptops, and symposia organizers are encouraged to provide laptops for their 
session and to have presentations preloaded before the session begins. 

Equipment Sources 

Most conference hotels either have an in-house audiovisual department or maintain a 
working relationship with a local audiovisual equipment rental business.  Normally all 
necessary, or any supplementary, equipment can be obtained from these sources.  Meeting 
organizers must determine relatively early in the planning process what strategy will be 
used to supply this equipment.  Renting all, or the majority, of equipment necessary from 
the hotel or its allied agent is recommended.  While costs are very high, equipment quality 
usually is very good and technical assistance during the meeting is readily available.   

Equipment Needs and Scheduling 

The following audiovisual equipment has been used for presentations at recent meetings 
and is likely to be required for future meetings: 

• Laser pointers (Usually passed on from one conference to the next) 
• Microphones 

◊ Podium-mounted 
◊ Floor-stand 

• Projectors 
◊ LCD Projectors 
 

• Screens 
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Equipping meeting rooms with a set of standard audiovisual aids will enhance the quality 
of the conference and reduce daily management requirements.  Each meeting room should 
be set up with the following for every session: 

• Podium microphone 
• LCD projectors  
• Laser pointer 
• Projection stand/table 
• Screen. 

 

Audiovisual Staff 

Audiovisual services during the meeting are the responsibility of the Audiovisual Director.  
This individual supervises and works with a staff to provide and service audiovisual aids 
during the meeting.  Normally, each meeting room is staffed during all sessions by a 
volunteer monitor who operates projectors, dims lights, and promptly reports any 
equipment problems to the Audiovisual Director.  It is most helpful for a smoothly running 
conference for the Audiovisual Director and the session monitors to have a radio or 
wireless phone for communication purposes. 

GENERAL SERVICES 

Childcare 

Childcare is a standard service made available to conferees.  Meeting organizers will need 
to identify one or more childcare providers who will offer such service during the 
conference and to whom conferees may be referred.  Childcare providers must be licensed, 
bonded, and insured.  Organizers must ensure that the SHA assumes no liability in 
connection with the childcare provider.  The cost of this service will be borne by the 
attendee who requires the service.. 

Many conference hotels offer such service in-house or maintain a working relationship 
with independent childcare provider(s).  A minimum number of participants usually are 
required.  Once identified, organizers need to communicate rates charged, days and hours 
available, and arrangement criteria to the membership.  This information normally is 
disseminated with the preregistration packet.   

Employment Center 

An Employment Center traditionally is maintained at the conference as a service to the 
membership.  Supervision and staffing of the center are the responsibility of the society’s 
Employment Coordinator.  Meeting organizers are responsible for reserving the space and 
room setup.  The SHA Employment Coordinator should confer with the Local 
Arrangements Chair and Headquarters staff to determine if there are special requirements.  
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Ordinarily this function is largely self-sustaining.  Employment Center space and setup 
requirements are outlined in the section on the Hotel (Section III). 

Exhibits Center and Bookroom 

Introduction 

The SHA Exhibit Center, traditionally called the “bookroom,” is a standard and important 
component of the conference.  In recent years, the function of this facility has evolved 
from that of a book display area, primarily, to a multi-purpose show and service space.  
While publications contributed by local, regional, and national presses remain the core 
element of the center, items such as small-scale poster displays, freestanding agency 
exhibits, and equipment demonstrations have become increasingly common and important 
aspects in its operation.  In addition, the society maintains a membership service desk in 
the center.  (QUESTION; Is this the responsibility of the Headquarters staff or local 
arrangements?) 

Coordination and Scheduling 

Coordination between the Conference Chair, Program Chair, Local Arrangements Chair, 
and the Headquarters Staff will be necessary in planning and operating the Exhibits Center.  
.  The Local Arrangements Chair will need to communicate with the Headquarters Staff in 
order to discuss hotel space, setup arrangements, display material deliveries, and storage of 
show goods.  Close coordination between the local committee and the Headquarters Staff 
is the key to smooth administration of this function. 

The Headquarters Staff is responsible for drafting a meeting announcement for distribution 
to potential exhibitors.  The draft is sent in mid-March to the Conference Chair, who must 
comment and reply by mid-May.  The Conference Chair should provide the Headquarters 
Staff with a list, including complete addresses, of any local or regional archaeological 
societies, publishers, or other organizations that may wish to display materials at the 
conference.  By 30 September the Headquarters Staff distributes the announcement to 
local, regional, and national presses and other concerns inviting these organizations to 
supply materials for display at the meeting. 

Traditionally, display copies and all extra books provided by various publishers are 
donated to the host institution(s).  The local Conference Chair is the final arbitrator in the 
disposition of display copies, which are equitably distributed among the local key hosts.  
(QUESTION: Does this still occur?  All vendors seem to attend and take responsibility for 
their materials.) 

The Local Arrangements Chair, Conference Coordinator, and Headquarters Staff also 
should establish table fees for exhibitors.  The recent trend in table fees at conferences is to 
bring those charges more in line with table fees charged by groups of comparable size and 
attendance to the SHA. 



 

 
 

96 

The Program Chair and Headquarters Staff must work together if a poster session is 
proposed, accepted, and scheduled for display in the Exhibits Center.  Such planning 
should be carried out as early as possible in the period from mid-July to mid-December 
before the meeting.  A larger space is needed if the poster sessions are included in the 
Exhibits Center.   

Space and Setup Requirement 

Although space and setup requirements were outlined in Section III, they will be briefly 
reiterated here.  The Exhibit Center requires a room or large breakout that is characterized 
by the following: 

• 4,000 square foot minimum floor space  
• Access that may be restricted to one entrance/exit 
• Entries that may locked after hours 

Setup will include: 
• 40 standard skirted tables (2 x 8 ft.) arranged around the perimeter and in center rows   
• 15 or more chairs for vendor and staff use 
• Bulletin board with easel  
• 6 cork pin boards (ca. 18 x 24 in.) with easels 
• 4 waste receptacles (ca. 10–15 gal.) 
• Electrical outlets or supplies for display apparatus and office equipment 
• Telephone or radios 

The Local Arrangements Chair and Headquarters Staff should expect some last minute 
changes at the meeting.  Despite preplanning, the unexpected arrival of display material or 
exhibits is guaranteed, and the hotel should be made aware that as many as 24 additional 
tables may be required, depending on the amount of material received.  These additional 
tables need to be on standby from Thursday morning through Friday noon. 

Staffing 

The facility is supervised and operated during the meeting by the Headquarters Staff who 
works closely with the Local Arrangements Chair and staff.  Prior to the meeting, the 
Headquarters Staff arranges for acquisition and shipment of display materials, primarily 
publications, to the venue.  The Local Arrangements Chair normally is responsible for 
receiving, storing, and transporting such shipments to the conference facility.  Hotels, as a 
rule, will not receive or store SHA exhibit materials.   The local committee also oversees 
the return shipment of some materials.  The Local Arrangements Chair and staff assist the 
Headquarters Staff with set up and dismantling of book displays and, occasionally, other 
show material.   

Hours 

Operation hours of the Exhibit Center normally are as follows: 
• Setup—Wednesday, 8:00 AM — until done; not open to conferees 
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• Thursday, 8:00 AM–5:00 PM 
• Friday, 8:00 AM–ca. 4:30 PM (the center traditionally closes about 15 
       minutes before the beginning of the society’s Business Meeting) 
• Saturday 8:00 AM–1:00 PM (later if a Public Education Session is scheduled Saturday  

afternoon. 
• Breakdown—Saturday, from 1 PM to 3 PM, conferees allowed until closing.  If the 

Public Education Session is located nearby and a halfway break is scheduled, the 
Exhibits Center should remain open until after the break. 

Internal Procedures 

The following provides a list of common practices and procedures related to operation of 
the Exhibits Center: 

• Publications display and sales 
◊ Display material (Do vendors really do this?) 

∗ Unpacked and labeled “Display Copy” 
∗ Placed on table(s) with order forms 
∗ Exhibits overseen, but not individually attended during meeting  
∗ Materials repacked at end of meeting and transferred to local host 

◊ Publications sales 
∗ Individuals or organizations may sell publications at the conference 
∗ Sales are the responsibility of the seller 
∗ Exhibitors selling publications must set up and staff their displays 
∗ Exhibits Center staff will not handle sales. 

• Reserved space 
◊ SHA membership service desk, 4 tables 
◊ Future meeting venues, 2 tables 
◊ Graduate programs in historical archaeology and allied fields, 1 table 
◊ Upcoming field schools, 1 table 
◊ Sibling organizations, 1 table each (allocate up to 4). 

Trade Shows  

Meeting organizers occasionally consider planning a trade show in conjunction with the 
conference.  Trade Shows are formal exhibitions wherein commercial exhibitors display 
goods, services, equipment, and other wares for the benefit of conferees.  Cost and 
management of such affairs are significantly different from standard meeting functions.  
Such exhibitions, if contemplated, must be organized independently of and separated 
physically from the conference Exhibits Center.  Meeting organizers should consult with 
the Conference Coordinator about the benefits, expenses, and administration associated 
with these exhibitions. 
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VIII.  CONFERENCE REPORTS 

INTRODUCTION 

Conference reports are essential to meeting planning and administration.  They are the 
media by which the Site Committee documents its plans, progress, and management of the 
annual meeting for the membership and the board. 

The Conference Chair prepares or oversees compilation of a series of brief status reports 
prior to the event and a detailed conference report shortly following the annual meeting.  
These reports serve multiple purposes: 

• Communicating invitations and meeting information to the membership 
• Informing the Board about conference planning progress 
• Describing venue-specific program and social arrangements 
• Ensuring compliance with conference structure and scheduling 
• Defining existing or potential problems 
• Commenting on innovative approaches or problem solutions 
• Offering suggestions and recommendations on meeting organization, 
  administration, policies, or procedures 
• Providing accurate, detailed numerical data on all meeting aspects 
• Serving as baseline information for future conference planning 

The content of status and conference summary reports is discussed below. 

STATUS REPORTS 

Status reports are brief summations describing current meeting planning.  Such reports will 
be required in the years following acceptance of a conference venue by the board.  Site 
status reports are submitted to the Conference Coordinator for inclusion in the annual and 
mid-year Conference Committee report to the board and usually are drafted by the 
Conference Chairs. 

Using the proposal as the initial guide, these reports should comment on refinements to and 
modifications of conference plans related to, as examples, committee structure, finances, 
conference facilities, program development, and social events.  Although status reports 
tend to grow more complex and lengthy as the date of the meeting approaches, clarity and 
brevity are appreciated. 

A year before the planned meeting a detailed progress report is expected.  This report is 
designed to ensure that all conference program and administrative aspects are reviewed and 
critical schedules for the upcoming year are well understood.  Pertinent sections of this 
manual should be scrutinized to address each of the following topics: 
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• Administrative functions and services 
• Conference facility  
• Financial status and plans 
• Meeting chairs and staff 
• Program plans 
• Social event plans 

Conference Chairs may elect or, occasionally, may be requested to provide an oral 
summary of their written status reports to the Board.  In such instances, a meeting chair 
should be prepared to succinctly comment on and answer questions about the conference. 

Finally, Conference Chairs should plan to address the membership at the annual Business 
Meeting.  In the years before a scheduled conference, open invitations, brief descriptions of 
venue attractions, and comments on planned events should be designed to generate 
member interest, enthusiasm, and attendance.  At the Business Meeting of the hosted 
conference, the Conference Chair should comment on attendance, the number of papers 
scheduled, and other relevant information. 

CONFERENCE SUMMARY REPORT 

The Conference Summary Report is compiled as the final account of a conference.  The 
purpose of the report is to document the conference program and its administration.  The 
report is designed to serve as a historical account of the society’s annual function and as a 
planning aid for future meetings.  The importance of providing accurate, timely 
information—particularly numerical/statistical data—cannot be over emphasized.  All 
required copies of the final report should be submitted to the Conference Coordinator no 
later than 30 June following the conference. 

The 1991 Richmond conference staff developed and the 1992 Jamaica committee refined 
what has become the standard for such reports.  The standard Conference Summary Report 
contains a narrative section summarizing conference information and appendices of 
supporting materials.  All narrative must be supported by tabular data that can easily be 
provided to future conference planners -See Appendix D for a proper format. 

The summary narrative must address the programmatic, administrative, and financial 
aspects of the meeting.  Topics to be reported include, but are not limited to, the following: 

• Administrative functions and services  
• Advance and on-site registration 
• Finances  
• Local arrangements 
• Program and sessions 
• Site Committee   
• Sponsorship and support 
• Tours and social events  
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Appendices of supporting materials will include, but are not limited to, the following: 
• A list of registrants 
• Grant correspondence 
• Conference expense documentation 

◊ Hotel group master bill 
◊ Hotel direct bill 
◊ Committee expenditures 

• Announcements and call for papers 
• Registration packet materials 
• Final program  
• News releases and articles 

Authorship of the Conference Summary Report narrative section is a matter for the 
Conference Chair, in consultation with the meeting staff, to decide.  The Richmond report 
was effectively compiled through the work of most of the chairs and coordinators who 
contributed sections to the final report.  The Jamaica and Atlanta reports were written and 
compiled by the meeting chair.  No matter who contributes to the report, treatment of each 
topic would benefit by uniformly commenting on the following: 

• Description of task or event 
• Staff and volunteers 
• Duties and responsibilities of staff (if at variance with or undefined in this manual)  
• Results 
• Problems encountered 
• Comments received 
• Recommendations 

The summary report is produced in two formats.  Twenty (20) copies of the narrative or 
summary only and three (3) master volumes, which includes the narrative and document 
appendices.  Distribution of the reports will be arranged with the Conference Coordinator.  
Narrative summaries will be submitted to the board.  Two master copies will be required 
for the use by the Conference Coordinator, one as a working, reference copy and the 
second as a circulating issue for future meeting organizers.  The third master summary 
report will be submitted to the Secretary-Treasurer as an archival document, along with 
clean copies of the conference registration packet materials and program.
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