CHORUS CONVENTION LIAISON (CCL) JOB DESCRIPTION 
All convention information is disseminated via the Chair of the Regional Convention   If any CCL has a question concerning the job please contact Barbara Wright at barbarawright9356@gmail.com  
 The CCL is on the master group distribution list and acts as the conduit for information between the Convention Team and the choruses. 
CCLs coordinate all regional activities associated with their chorus’ participation in the annual regional convention and will ensure that all forms and payments are submitted by the specified deadline.  All information is communicated directly to CCL’s by e-mail and posted on the regional website. All chorus CCLs must be online. 
Responsibilities Include:
 Chapter Communication: Distributes all regional convention information to chorus members, Presidents/Team Coordinators, and Directors. Ensures that the regional convention information is also distributed to Chapter quartets. 
Regional Communication: Communicates (in writing and/or verbally) with appropriate regional contacts on the Convention Team (RCC). 
Convention Registration: Coordinates registration of members and guests, submits online registration forms to Registration Chair. (Important note: Online forms to be used only - NO handwritten lists will be accepted.)   
 Friday night and Saturday morning rehearsals:  submits appropriate reservation request forms per Handbook direction in order to reserve function space for Friday/Saturday rehearsals.
 Coordinates with Convention Catering Manager for all chorus meals;  coordinates catering and meal reservations and information, collects appropriate deposits/payments and submits data and payments to appropriate RCC members.
Housing: Coordinates room sign-ups and submits online housing forms to Housing Chair. * New Jersey CCLs: Collects room deposits, ensures chorus check issued to Region 15 * as directed; New York CCLs: Collects room deposits, ensures chorus check issued to assigned hotel.  Ensures that 50% payment for room reservations is submitted on time and appropriately.  Pays all chorus room and incidental charges on-site before leaving on Sunday.  
 Submits the chapter’s Convention Program Ad Order (order form, payment, file). 
Single Ticket Purchase: Coordinates purchase of single event tickets on behalf of the chorus, submits request using online form and payment to the Registration Chair.

Additional duties and requests may be generated as the convention year progresses – continuing contact with RCC members is always needed.
