GUIDELINES FOR ORGANIZING A CONFERENCE

A.   MAIN CONFERENCE ACTVITIES.

1. Bible study -exposition

2. A series of messages on a chosen conference theme

3. Workshop presentation and discussion. The purpose of which is to address issues concerning the attendants so as to be able to reach out to a more relevant approach and application of Christian values. Therefore the discussion time is a vital entity of this activity and has to be allowed for to achieve our vision.

NB---the theme, workshop topics and the bible study to be done, will be chosen by the city fellowship in close co-operation and agreement with the conference steering committee.

4.  Praise and worship

5. Morning Devotion.

In addition to the above, other activities can be organized and there is always need for new things and new ways of doing things in order to keep the conference a new experience not only in the way the Lord blesses us but also in the nature of activities.

Program co-ordination

--A program manager (master of ceremony) will be chosen for each day. Such will be chosen on the first day of the conference or earlier by the CSC chairman and the City fellowship Chairman. The PM/MC will be in charge of the day allocated to him/her, will meet all the people leading the different programs of the day to make sure that everything is well co-ordinated and ensure that the program starts and ends as per the schedule 

B.   PRE-CONFERENCE PREPARATIONS

· 1)Permission.

·  In terms of official application, the process is as follows:

1. Pray for His guidance and wisdom.

2. Discuss plans with your local contact in the Chinese Christian Council.. seek their advice on making official application. They may advise you of a different procedure than outlined here.

3. Letters of application need to be written to both the Municipal and Provincial level RAB office as early as possible. These letters should not contain any religious content (these bureaus are not Christian Organisations but are the government offices in charge of Buddhist, Islamic, Daoist, Catholic and Protestant affairs). In the letter you should outline:

· Dates

· Theme

· Speakers

· Proposed Location (have an idea of your desired venue)

· Participants (foreigners, students, etc)

4. These letters can then be hand delivered to the relevant people at least 2-3 months in advance. This way you can personally discuss the event and answer any questions.

5. When you have about 4-6 weeks left before the starting date of the conference, contact the RAB offices and ‘remind’ them of the application. Keep in close contact with them over the following weeks until you receive a firm answer. You are legally permitted to conduct the conference, and so, while you are awaiting confirmation, continue with your preparations (ie seek accommodations-though you cannot make a deposit, venue, contacting other fellowships, etc..).

6. Invite the RAB and CCC to the opening day meeting in the morning. This helps them to understand our conferences and they feel more comfortable supporting them in the future.

Send a ‘thank you’ letter, or other means of expressing gratitude for their support following the conference (we invited the RAB and CCC to dinner). In addition to thanking them for their support, this also assists future understanding of our activities and conferences.

2) Main speaker and workshop speakers

Choice should follow Guiding manual requirements.
The CF has the freedom to suggest names of speakers, but the final choice and invitation is done by the SC ( in agreement with the AB(-ref. Guiding manual))
Speakers resident in China are preferred to those invited from abroad.
Speakers should be well enlightened about the expectations of the Conference; both considering the Vision and the need of the hour.
Speakers should be informed about the cultural and religious diversity of the conference attendants and therefore should aim at building and keeping the unity of the body. Anything that can cause division among Christians will not be preached or taught in the conference, only those things that nourish, build and encourage the unity of the body will be. 
Speakers should be time conscious and reminded early enough that he time allocated for the message caters for translation too.( this will depend on the form of translation adopted)
Workshop speakers should make sure to provide clear discussion guidelines and leave time enough for the discussion.
3) Time table me made and sent to fellowships in time. (check appendix)

4) Transport arrangements

Recommendations:

· Set up of Bank accounts to receive funds for return tickets is very helpful because it gives an approximate indication of how many people really needed tickets and also makes it easy to buy the tickets in advance to avoid the Spring Festival rush (for Winter conferences). However Fellowship leaders should be encouraged to send their money on time.
· A shuttle bus rented for the whole day to shuttle between the train station and the hotel, on the day of arrival of delegates, can very efficient and cost effective.
· Fellowship leaders should also be sure of the total number of return tickets they need in order to avoid cases of buying more than necessary tickets, which becomes a problem as to what to do with the excess tickets.
· Two mobile phones to coordinate the transportation arrangements can make the work easy and smooth. For example, every group going out to meet some delegates, whether at the train station, airport, bus station, wharf etc could go with one mobile phone so that they can be reached if there is any change in the arrival time or previous arrangements. The Mobile phone contact numbers should be given to all fellowship leaders, in case of difficulty in locating the venue.
· Constant reminders should be sent to fellowship leaders with regards to transfer of return ticket funds, number of delegates they are bringing, arrival dates and departure dates, since this information is a bit difficult to get from fellowship leaders until the last minute.
· 5) Communication 

· The ‘Conference Countdown’ email to all fellowships and relevant folk help to assist in the dissemination of information. It is recommended that future conferences think of similar ways to provide information to other fellowships and encourage their participation.

· This can help in avoiding problems of folk forgetting important documents. Leaders must ensure that all delegates come with their documents. This is basic.

C.  CONFERENCE TIME ARRANGEMENTS
(a). Registration and accommodation
1) There should be emphasis on delegates coming along with their important documents. Leaders must ensure that all delegates come with their documents. This is basic and is a requirement by the Hotel.

2) Different fellowships should send in names, nationality and sex of the participants early enough for good budgeting and planning. Considering some late decisions,
· Each fellowship to estimate numbers one month before (number of single attendees, number of married couples, number of families-with ages of children for planning rooms and children’s classes)

· Each fellowship to commit firm attendance numbers 10 days before the conference for finalizing travel and hotel rooms.  If some drop out, recruit others to take their places.

3) Steps for registration on arrival at hotel: a) delegates to select a roommate and line up at 1st table in pairs with their Residence Permits, b)volunteers prepare forms, assign rooms, and pass to hotel staff for verification, c) 2nd table: prepare name badge with guidance from delegate d) 3rd table: hand out conference materials in proper language d) 4th table: give keys, return documents.  This will require 6-8 volunteers at peak arrival times.  At least one person must be available to deal with special cases such as improper documents or room problems.

4) Allocation of rooms may need consideration of morning devotions.

Morning devotions are moments of close fellowship, it seems very appropriate to have members from different fellowships rather than same fellowships meet together. This facilitates interaction, freedom and oneness among participants. There is still need to look into how well morning devotions can be held to encourage personal devotions when members get back to their cities.

5) Choice of Venue (Hotel)

· Should be of a considerable price. (Less than 150 per room)

· Good quality rooms especially sanitation and heating for winter conferences.

· If possible, have conference hall, accommodation and dining facilities in same place. However, this is not a requirement especially when it proves very costly.

· The conference hall should be well equipped with a good Public address system, its better to have some one involved in praise and worship when choosing the venue.

· Should be in position and location to best fit the needs of the conference.

6) Food.

-Should be of good quality and considerable price

-Vegetarians should be catered for

-“boxed food” (hefan)has proved economical and convenient. 

(b) Praise and worship
-Praise and worship leaders should be contacted early enough to prepare.

-Song words should be availed in time in the form required-power point or transparent.

-There should be a good number of French songs..

-Time consciousness required

-The host city worship leader should be involved in selecting the Venue.

(c) Morning devotions.

Members should be allocated to particular room for morning devotions by the end of the first evening program. 

Arrangements can be done even before registration as to which rooms will be used for morning devotions and which roommates will gather in that particular room Let say have room 8101 for devotion and then members in rooms 8101-8110 gather in this room. 

The different languages should be considered when allocating members.

Materials for morning devotion should be available in the different major languages used in the conference.

(d) Prayer and Intercession

-As soon as conference preparations begin, there should be a good co-ordination of Prayer and Intercession.

-During the conference there should be a room available for this purpose and good co-ordination of the same.

(e) Children’s ministry.
A room should be prepared for Children. 

Someone should be responsible for this ministry.

Parents should be encouraged to bring special programs and games for children and be involved in the programs for children. Students may not be as good planners for children as parents.

(f) Baptism

 Time should be availed for teaching on baptism and a location and time for baptism too.

A record should be made of people who get baptized and those who are born again in the conference. And be availed in the evaluation meeting.

The different fellowships should take responsible to follow up such new believers.

(g) Translation.

All messages announcements have to be interpreted, so people to do this should be contacted early enough to prepare both in skill and prayer.

Morning devotion materials, workshop materials and any other conference materials should be available in English, French and any other language if need be.

(h) Pastoral care.

Should have a Pastor available for counseling and available throughout the conference and should be made known to the members on the first day of the conference.

(i) Medical care.

There should be someone responsible for health needs. In case of members with special health requirements, the fellowship leaders should inform the CF early in time.    

(J) Finance

An estimate should be made right at the beginning of preparations and a copy be sent to the treasurer CSC.

The CF, with prayer should devise means of raising the funds to meet the budget.

To have close to accurate estimation bellow are Recommendations:

· Budgets be drawn-up for each committee with responsibilities which all need to be submitted to the Finance committee for approval. These funds are then distributed to the committees in advance or during the conference in anticipation of their active expenses in carrying out respective duties. This will simplify accounting and assists all committees in transparent financial accountability.

-A simple receipt or thank you note should be made to take back to the different local fellowships and individual persons who contribute to the conference.

-After the conference a financial report should be made and sent to all fellowship leaders as soon as possible.

D. APPENDIX

1 Timothy 3 
1 Here is a trustworthy saying: If anyone sets his heart on being an overseer, [1] he desires a noble task. 

2 Now the overseer must be above reproach, the husband of but one wife, temperate, self-controlled, respectable, hospitable, able to teach, 

3 not given to drunkenness, not violent but gentle, not quarrelsome, not a lover of money. 

4 He must manage his own family well and see that his children obey him with proper respect. 

5 (If anyone does not know how to manage his own family, how can he take care of God's church?) 

6 He must not be a recent convert, or he may become conceited and fall under the same judgment as the devil. 

7 He must also have a good reputation with outsiders, so that he will not fall into disgrace and into the devil's trap. 

8 Deacons, likewise, are to be men worthy of respect, sincere, not indulging in much wine, and not pursuing dishonest gain. 

9 They must keep hold of the deep truths of the faith with a clear conscience. 

10 They must first be tested; and then if there is nothing against them, let them serve as deacons. 

11 In the same way, their wives [2] are to be women worthy of respect, not malicious talkers but temperate and trustworthy in everything. 

12 A deacon must be the husband of but one wife and must manage his children and his household well. 

13 Those who have served well gain an excellent standing and great assurance in their faith in Christ Jesus. 

14 Although I hope to come to you soon, I am writing you these instructions so that, 

15 if I am delayed, you will know how people ought to conduct themselves in God's household, which is the church of the living God, the pillar and foundation of the truth. 

16 Beyond all question, the mystery of godliness is great: He [3] appeared in a body, [4] was vindicated by the Spirit, was seen by angels, was preached among the nations, was believed on in the world, was taken up in glory.

