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Expectations of Host Institutions 

For the Annual Meeting of the Wesleyan Theological Society 

1. Formal Invitation: In order to be considered as a host institution for an 
Annual Meeting of the Wesleyan Theological Society (WTS), the Society 
must receive a formal invitation from the President (or similar chief execu
tive officer) of the institution. The Executive Committee of the WTS must 
vote to approve this invitation before the arrangement is considered final. 

2. Program Chair: The First Vice President of the WTS is also the Program 
Chair, responsible for arranging all aspects of the Annual Meeting, with the 
authorization of the Executive Committee. The Program Chair will 
determine all matters concerned with the content of meeting sessions. 

3. Coordinator: The host institution will appoint a Coordinator who will be 
the contact person for the Program Chair and assume responsibility for all 
local arrangements for the Annual Meeting. The host institution should 
notify the Society as to the name and address of the Coordinator as soon as 
the decision is made. 

4. Local Arrangements: The Coordinator will make all of the necessary local 
arrangements required by the Program Chair in preparation of the printing 
of the program brochure, normally by mid-summer before the annual meet
ing in November. (Information that is usually needed by the Program Chair 
for the program brochure is marked with an asterisk [*].) 

4. Meeting Rooms*: The host institution will provide at no expense to the 
WTS meeting rooms of appropriate size for each of the meeting sessions. 
The meeting room for plenary sessions should seat at least 200. There may 
be as many as four concurrent sessions, each requiring a room that should 
seat 50. The host institution should also set aside nearby locations for 
registration and for displays by academic publishers. 

5. Refreshment Breaks: The host institution will be responsible for the costs 
of providing refreshments for the three customary coffee breaks during the 
annual meeting -- Friday morning and afternoon and Saturday morning. 

6. Banquet*: The host institution will assist in obtaining a site and making 
arrangements for the annual Friday evening banquet of the Society, with 
seating for 125 to 150 people. The host institution will have no financial 



responsibility for this banquet. The Coordinator will notify the Program 

Chair as to the cost to be charged to each participant. 

7. Other Meals*: The host institution will not be responsible for costs related 

to other meals, but should assist in providing maps to the closest reasonable 

restaurants or in making arrangements for on-campus meal opportunities. 

8. Housing*: The Coordinator will provide assistance in locating an arranging 

for economical housing for the Annual Meeting. This normally involves 

identifying nearby hotels or motels that are willing to offer special con

ference rates (and shuttle services). On-campus housing opportunities should 

be noted, when they are available. 

9. Transportation*: The host institution will provide a map and free parking 

space for those driving to the Annual Meeting. It will also provide 

reasonably priced ground transportation from and to the airport for those 

flying. It will provide at no expense to those attending shuttle service 

between housing locations and the Meeting site. 

10. Conference Papers*: The Program Chair will provide the Coordinator with 

original copies of all papers to be presented at the Annual Meeting well in 

advance of the meeting date. The Coordinator will arrange for the duplica

tion of copies of these papers for all who preregister for the meeting. The 

printing costs of the conference papers will be reimbursed by the WTS from 

the registration fee collected from all who attend the Annual Meeting. 1 

11. Preregistration*: The Coordinator will serve as the contact person for those 

preregistering for the Annual Meeting. The Coordinator will receive reser

vations for on-campus housing, banquet, airport transportation, and con

ference papers. 

12. Registration*: The host institution will provide a site for and assistance in 

the registration process. This will normally require the help of the Coor

dinator and as many as six responsible student assistants. This will also 

involve providing registration packets, name tags, etc. 

1 The amount of the Registration Fee should be determined by the Program Chair in consultation 

with the Coordinator. Receipts from registration should cover the printing costs of Conference Papers, printing 

and mailing of the program brochure, and any extraordinary expenses involved in the Annual Meeting (e.g., the 

expenses of a keynote speaker). There should be an additional charge for non-members and for those who do not 

preregister. The purpose of the Registration Fee is not to make money for the Society or for the host institution, 

but to insure that the Society, which operates on an extremely tight budget, does not lose money. Care should be 

taken not to prepare an excessive number of sets of Conference Papers beyond those required based on 

preregistration estimates. It is appropriate to offer discounted registration fees to members and students. 


