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SECTION  A

INTRODUCTION

I. GENERAL
A. BEGINNINGS
1.
The National Guard Association of the United States (NGAUS) has been in existence since 1878 and continues the tradition of petitioning congress for support in ensuring that our country resources and trains its National Guard. 

2.
In addition, NGAUS continues to meet its charter and works to accomplish the following:

· Educate the Public 

· Resource the National Guard

· Work with State Associations 

· Maintain a Library and Museum

· Encourage Membership


B.
CONFERENCE PURPOSE
1.
In order for the association to be successful in meeting its charter, it recognizes the value of its members, their state associations, and the grass roots support that these entities provide.  Therefore, NGAUS established a venue to provide feedback to its members and, since its organization in 1878, has hosted its annual General Conference to discuss major issues affecting the National Guard and to disseminate that information to its members.  
2.
In addition to discussing the major issues and/or policies affecting the National Guard, the NGAUS conference offers a venue for the Association to provide its membership with a status of their national association and its accomplishments during the past year.  The conference also provides a setting for the executive branch, congressional leadership and the Army and Air Force senior leaders to offer an overview of the National Guard from the national perspective.  An important by-product of the conference is the opportunity to educate NGAUS members, their spouses and the public through the National Guard Educational Foundation.  Finally, the conference allows NGAUS to provide a location to recognize the states, its members, and numerous corporate entities who have distinguished themselves in supporting NGAUS, its goals and the National Guard during the past year.
3.
As a by-product of our history and our industry partners generosity and interest, NGAUS conducts a trade show that promotes and facilitates industry’s latest equipment, technology and support of the country’s National Guard.
4.
A major product of the General Conference is the development and passing of resolutions.  These resolutions are reviewed and passed by the conference’s delegates and provides the agenda for the next year’s NGAUS legislative plan.



5.
In keeping with this long standing tradition and ensuring that NGAUS provides a venue to inform its membership, NGAUS continues to conduct this important conference.  
II.
HOST STATE INVOLVEMENT

A.
Since NGAUS has a small full-time staff, it enlists the aid of the states and territories’ Guard entities to host the conference.  This allows a selected state or territory to highlight their culture and their National Guard to fellow association members.  In turn, the membership can view and feel, first hand, the cultural and historical significance of their sister Guard entities. 

B.
 In addition, the Host State provides much-needed work force to NGAUS in order that NGUAS may execute a conference of this size while providing an influx of revenue to the state and host city’s economy.

III.
CONCLUSION

A.
NGAUS sincerely appreciates those states and territories who bid to host the annual conference.  NGAUS realizes the importance of the Host State’s role, the partnership that it fosters, and the value that state provides in helping NGAUS execute its charter.   NGAUS will never understate this relationship and continues to encourage states to seek the opportunity to host its general conference. 

B.
NGAUS also recognizes and appreciates the numerous exhibitors and industry representatives who continually support the NGAUS General Conference.  Without their partnership, the NGAUS conference would not be as large a success as it has become and the National Guard would not excel as the quality fighting force that it is.

C.
We humbly appreciate those states who have and will volunteer to host the NGAUS General Conference.
END OF SECTION A

SECTION B
THE SOP
I. PURPOSE:
A. This National Guard Association of the United States’ General Conference Standard Operating Procedure (SOP) prescribes mandatory policies and procedures for NGAUS staff and the Host State in the conduct of the conference.  
B. As with any SOP, NGAUS developed standardized conference procedures and duties that the NGAUS staff and specifically the Host State Chairperson(s) must understand and execute to sponsor and execute a successful conference.  
C. This SOP clearly defines the roles, responsibilities, and functions of both the NGAUS staff and Host State for the major conference functional areas. This delineation thereby enables NGAUS and Host State staff to differentiate between them.  
D. NGAUS continually requests feedback from its conference staff, Host State and industry in order to update and modify this SOP with the goal of clearly defining and explaining all requirements desired run a successful NGAUS General Conference.

II. SCOPE
A. It is understood that each General Conference is unique, influenced by Host State traditions, culture, geography, facilities, resources, and the state Guard organization.  A Host State usually want to convey some of the flavor and special charm of their state, and thereby put their personal “stamp” on the conference.  NGAUS supports and encourages this uniqueness and designed this SOP to allow that individual state distinctiveness while ensuring and maintaining the standardized aspects of the conference.  However, this document clearly defines mandatory minimum requirements, which the Host State and NGAUS shall follow.
B.  It is not NGAUS’ desire to have each Host State “re-invent the wheel”.  Therefore, this SOP is important since there are some unique aspects to the NGAUS General Conference.  Many of them do not change from year to year.  NGAUS endeavors to guide the Host State in performing the standardize elements of the conference while implementing the uniqueness of the states Guard personality.

C.  In particular, unlike other organizations, NGAUS does not have a large, fulltime General Conference staff.  Therefore, each Host State constitutes a new conference staff.  This SOP provides enduring guidance based on the year-to-year experiences of the fulltime NGAUS staff members while, at the same time, attempting to provide sufficient flexibility to the Host State.

III.
PRECAUTIONS & LIMITATIONS:
A.
While NGAUS appreciates the support of each Host State and encourages their placing a unique flavor on the conference, the conference is still a NGAUS conference.  Therefore, NGAUS retains ultimate authority on how the conference is run, its agenda throughout the conference cycle, and the flow of the conference.  
B.
The Host State will not change or alter any format of the conference without first conferring with NGAUS and receiving NGAUS approval.

C.
NGAUS wants to emphasize to Host States that management of a national conference of NGAUS General Conference size is different from many of the experiences state members may have had in managing their state association conferences.  
D. Since NGAUS staff has worked on past conferences, they can provide invaluable institutional knowledge and a depth of experience relating to what went well and what did not work in various situations. 
E. While this SOP attempts to delineate as much detail as possible in running the conference, it is not all-inclusive.  Therefore, it is important that the Host State and NGAUS General Conference Coordinator (GCC) maintain close coordination throughout the planning and execution phases of the conference. 
F. It is imperative that each NGAUS staff member and each Host State Committee Chairperson read, study, and comprehends their duties and responsibilities as outlined in this SOP. 
For those states interested in a hosting a NGAUS General Conference, the hosting criterion and requirements to develop execute and sign hotel contracts is in Annex A and on the NGAUS website at http://www.ngaus.org/index.asp?sid=3.  Annex A consists of the following documents:
· Annex A – Hosting Criteria
· Annex A  Tab 1 - NGAUS Conference Bid Memorandum

· Annex A  Tab 2 - Sample Hotel Room Block

· Annex A  Tab 3- – Sample Texas letter on hotel contract requirements

· Annex A  Tab 4- NGEDA Hotel History

III. SOP FORMAT
A. 
 This document’s format is designed to follow the flow of the Schedule of Events of the conference.  This is an important document and will be used constantly as the agenda in all follow-on meetings and discussions. The Schedule of Events will change constantly as we move closer to the conference and refinement develops. 

B.
While the majority of changes are strictly providing more detail to the existing structure and timeline, specific events may be moved to accommodate speakers, facilities requirements or other external stimulus. It is imperative that the Host State chairperson review changes and the impact on their operations.
C.
In addition, it allows the state chairperson to take functional area sections out of the document and provide them to the responsible chairpersons.  The information is now grouped together under the functional area thus eliminating having to search various sections of the document to find relevant data. 
D. 

As with any SOP or instructional document, NGAUS has worked to identify and list all specified tasks associated with each function.  However, as with any operation, Functional Area Chairs must look and plan for implied tasks associated with running their functional area, as well as, coordinating across functional lines.

E. 

Feedback on this document’s organization and ease of use is strongly encouraged.


IV. NGAUS CONFERENCE MISSION
That the National Guard Association of the United States and, its Conference Host State, will conduct a successful General Conference that provides an environment where the association’s members learn about the Association, develop the Association’s legislative requirements for the next year and provide a platform whereby the Association’s industry partners can display and discuss the current and future innovations in equipment, technology and training available to the National Guard thereby carrying out the core charter of the Association.
END OF SECTION B
SECTION C
HOSTING THE CONFERENCE
I. INTRODUCTION

A. GENERAL

1. In order to manage and execute a successful conference, it is imperative that the roles, responsibilities, and relationships of NGAUS and the Host State be clearly delineated and understood. Furthermore, each of the parties must develop a strong team.  

2.
NGAUS traditionally has staffed their positions with employees who have had years of experience conducting the conference.  The Host State, likewise, should consider assigning members to chair positions who may have had some experience with running their state or national past conferences.  
3.
While volunteers are highly encouraged, individuals with expertise in certain functional areas through day-to-day work environment may necessitate the Host State assigning them to those functional areas.

4.
The information provided within this section is a guide to both NGAUS and the Host State.  It is a suggested structure to the Host State and may not be all-encompassing.  However, it does identify a minimum organization and functions that the Host State must staff.

5.
All involved must clearly understand that this is a NGAUS conference.  Therefore, NGAUS retains the right to direct the state to follow certain established policies that will maintain the tradition of the conference, as well as, support the flow of a normal conference.  

B. CONCLUSION

1. NGAUS highly encourages the Host State to use their imagination in developing those state specific events that will highlight the state’s history and culture.  However, NGAUS will determine to what extent the events will support the conference as not interfere with the normal business of the conference.

2. This SOP is just that – a list of standard operating procedures.  It is not left up to the Host State to use their discretion in whether or not to follow these procedures.  NGAUS is willing to discuss any items contained herein that the state thinks should be modified or eliminated.  

3. NGAUS has the final say in all decisions regarding changes and we will be monitoring compliance with this document. 

4. The Host State should understand that if they have a specific area of interest not listed specifically herein and therefore may construed it as being left to the Host State’s discretion, then NGAUS strongly recommends the Host State discuss the issue with NGAUS prior to initiating any action.

II. TASK ORGANIZATION (NGAUS & HOST STATE)
A. NGAUS 
1. Roles & Responsibilities
a) NGAUS has the overall responsibility of ensuing that it conducts an annual General Conference and that NGAUS conducts the conference in the manner as prescribed by tradition and as modified by the NGAUS Board of Directors.  
b) The NGAUS President, and staff, in conjunction with the NGAUS Board of Directors prescribe the Schedule of Events.  The Chairman of the Board and the President are the only individuals who can authorize changes to the schedule of events and business session agendas
c) The NGAUS Chairman of the Board has overall responsibility for ensuring that the necessary arrangements for the conference are accomplished.  The Chairman of the Board delegates authority to the NGAUS President who provides general oversight of the entire conference process. 

d) The NGAUS Board of Directors is solely responsible for establishing registration fees for the conference.

e) The NGAUS Chief of Staff or other designated representative has responsibility to serve as the General Conference Coordinator (GCC) for NGAUS and specifically, conference coordination.  The GCC works directly with the NGAUS President and the Host State General Chairperson to provide detailed guidance and supervision to those staff assigned to work the conference from NGAUS and the Host State.  
f) The GCC, along with designated NGAUS staff, are responsible to make pre-conference trips to the Host State to attend planning meetings and to coordinate with their Host State counterparts.  
g) NGAUS Chief of Staff or designated representative shall be the point of contact for this SOP and questions related to this document. The NGAUS Chief of Staff is responsible for annually updating this SOP.  The updates incorporate invaluable comments and suggestions from NGAUS staff, NGAUS’ Conference Committee, and past Host States. 

h) NGAUS shall be solely responsible for setting agendas, identifying events (those traditionally managed and paid for by NGAUS), identifying speakers, and inviting Distinguished Guests.
2. Organization
a)     The GCC designates specific conference functional area responsibilities to key members of the NGAUS staff who work closely with their counterparts from the Host State.  
b)    The GCC has established a division of the NGAUS functional areas as follows:
· NGAUS General Conference Coordinator
· General Conference Coordination 
· Distinguished Guests invitations, registration, and DG support 
· NGAUS hotel and exhibit hall security and force protection requirements
· Head table Reception 
· States Dinner
· Schedule of Events

· AAR preparation 
· Meeting facilitator and agenda development 
· Conference Briefings and related agendas

· SOP updates
· Other areas not assigned to other staff.
c)    Financial Operations Director 

· Finances 
· NGAUS hotel requirements 
· Security 
· Convention center contracts 
· Audiovisual and telecommunications contracts, 
· Staff & Special Event Menus
d)    Communications Director 

· Speaker invitations 
· Opening Ceremony Coordination

· Business meeting agenda, script and rehearsals 

· Stage set-up 
· States dinner agenda and script 
· Sgt-at-Arms coordination 
· NGAUS Awards oversight and support
· Public affairs coordination
· Photographs
· Business meetings and separate sessions transcription to electronic media
·          Military Band/Entertainment coordination

e)       Director, Industry Liaison
· Exhibit Ribbon Cutting ceremony  
· NGAUS booth development and over sight
· Head table reception invitations, and the head table seating arrangements (not menus)
· Industry Workshop Speakers 

· CAP meeting
f) 
Legislative Director 
· Resolutions Committee meetings and support 
· Task force meeting support
· Army – Air Separate breakout sessions
g)
The NGAUS President and/or Chief of Staff may change these duties at any time and will ensure they give attention and support to each functional area.

B. HOST STATE:
1. Roles & Responsibilities
a) The Host State serves as the host representative who coordinates with in-state services to support the General Conference. The Host State’s team must understand the importance of their support to their various chairpersons, as well as, their role, duties, responsibilities and the conceptual nature of their specified area of responsibility.

b) The Host State is responsible for the following:
(1) Identifying hotel space IAW NGAUS hosting requirements as identified in this SOP and Contracting for that space

(2) Identifying a Convention Center/Meeting space facility that can house all meetings and exhibits (NGAUS shall contract for the convention center/meeting space)

(3) Identifying and contracting areas for the Governors Reception and events that it chooses to hold above and beyond those required by NGAUS.  Events not required by NGAUS include:
(a) Sponsor/NGAUS Golf Tournaments

(b) Fun Run

(c) Host State TAG Reception

(d) Company Grade/Warrant Officer Mixer

(e) Host State TAG Spouses’ Reception

(4) Raising funds to support the requirements of the conference and those events that the Host State chooses to hold that are not required

(5) Providing manpower to assist NGAUS in supporting all aspects of the conference, beginning with the conference set-up and ending with the transportation of state members to airports

(6) Providing a written After Action Report (AAR) of the conference to NGAUS within 30 days of the close of the calendar year

(7) Implied support not otherwise specified in the SOP but required to run a successful conference within the Host State
2. Organization

a.)
General
(1) Once NGAUS selects a state to host a conference and approves the conference dates, the state’s National Guard leadership should move quickly to identify a general chairperson or chairpersons (Army and Air) who shall be a senior officer – active, retired, or warrant.  
(2) This chairperson must be empowered to interact with and direct the full-time Guard staff in conference-related issues.
(3) Together with the Host State’s Adjutant General, the chairperson, or chairpersons should designate committee chairpersons for various operational areas.  It is vital that such workers be volunteers.  

b.)  
Non-Profit Corporation

NGAUS strongly recommends that the Host State establish a non-profit, tax-exempt corporate entity as soon as possible to facilitate operations throughout the conference-planning period.  

3. Functional Areas
a)     Structure
 NGAUS recommends that the Host State structure its conference organization to cover the following functional areas:
(1)    General Chairperson(s) (Army and Air)
(2)    *Fund raising (Entity responsible to raise the additional funds (over and above registration fees and proportionally shared exhibit revenue) needed to pay for the conference
(3)     Administrative support:  This includes clerical, word processing, message center, copy support, and signs.


(4)     *Housing (See Annex A).  This involves negotiating contracts in conjunction with NGAUS with chosen hotels, assigning states to hotels, management of states’ and exhibitor room reservations, and working with the hotels throughout the conference.
(5)     *Registration support.  This is for industry and exhibitors (see Annex B, Facilities Matrix).  This support includes providing the badge stock, computer equipment, and providing the onsite work force to register exhibitors/industry representatives. 
(6)     * Facilities:  This involves assisting NGAUS with the set up of meeting space including tables, seating, and audiovisual equipment at the convention center.  (See Annex B)

(7)      *Distinguished Guest operations:  Involves staffing and coordinating with NGAUS for the pick-up and departure of all NGAUS DGs.  Set-up and operating a distinguished guest lounge.
(8)       Transportation- Commercial and Military airfield operations and ground transportation

(9)      * Force Protection – Military resources to enhance the onsite security in protecting the senior governmental leaders and officers of the National Guard
(10) *Public affairs – Press releases, photographs, website support, etc
(11) Information Technology Support – including computers, printers, telephones, radios, etc. (See Annex B)
(12) Sergeant-at-Arms (See Annex H)
(13) *Finance

(14) Legal

(15) Events

· Host State Sponsors Golf Tournament

· NGAUS Golf Tournament

· Ribbon Cutting Ceremony 

· Governor’s reception

· Spouses’ luncheon

· *States Dinner


(16) Special Events (Not required by NGAUS)
· Sponsors’ and NGAUS Golf Tournaments (The host state establishes a separate registration fee for the NGAUS Golf Tournament)

· *Fun Run1   (The Host State establishes a separate registration fee for the Fun Run 

·   NGAUS requires that the Host State check with    local authorities to determine if there are special requirements (minimum local medical support, permits, etc) for the Fun Run
· NGAUS requires the Host State to provide civilian EMS support for the “Fun Run”.  

·  NGAUS will include this event in its insurance.

· *Host State TAG’s Cocktail Reception1
· Host State TAG’s Sponsors Reception1
· *Company Grade / *Warrant Officer Mixer1
· Host State TAG Spouse’s Reception1
(17) Entertainment
(*These functions shall require close coordination with NGAUS)
Note 1 - These are optional events 
b) Conclusion

(1) The Host State should understand that these are the minimum functional areas and are not all-inclusive.  
(2) The Host State Chairperson may consolidate or establish other committees/areas of responsibility as deemed necessary to manage the conference or local requirements.

(3) The Host State must realize that the aforementioned events are a state’s decision.  The cost to run these events is borne by the Host State.
(4) The Host State may hold them at their discretion.  
(5) The cost of these events is borne entirely by the Host State.  The costs to support these events are not included in the basic calculation of the budget for the conference and NGAUS lists them as optional.  
(6) Registration fees do not go towards these events; therefore, the Host State must raise the funds needed in order to support hosting them.  At no time will the cost of these events and the standard revenue stream be used to fund them at the degradation of NGAUS required events.
(7) The Host State General Chairperson should consider providing each committee chairperson and functional area with a clear, written mission statement, a budget ceiling, and guidance as deemed necessary, and involve them in every aspect of the conference.  
(8) The chairperson’s principal tasks are to set standards and objectives, make key decisions, facilitate the flow of information throughout the conference organization, and supervise the heads of all functional areas in the Host State organization.  In addition, the chairperson coordinates closely with the NGAUS GCC on all aspects of the conference.
(9) Coordinators and committee chairs must establish and maintain close communication both within and between functional areas.  It is also imperative that they maintain close communication and relationships with their NGAUS counterparts.
C. Other Functional Areas
The Host State shall supply the following support:

a) Announcer(s) for:
· Business sessions
· Army and Air Breakout sessions
· States Dinner
b) The announcer(s) should be the voice of that State’s Guard.  The Announcer(s) is not usually a member of the Sergeants-At-Arms, however there is nothing prohibiting him/her from being a part of that team.
c) Chaplain Support for:

· Sunday church services
· Opening business session
· Retirees Luncheon
· States Dinner 

· As required
d) Military band to support the conference at the opening ceremony and the States Dinner

e) Parliamentarians for the Resolutions Process and the Army and Air Breakout sessions 

f) Color Guard and flag bearers for Roll Call of States

D. Relationships/Coordination
1. NGAUS desires that the relationship between NGAUS and the Host State be one of mutual respect and strong teamwork.  

2. While NGAUS maintains total responsibility for the successful execution of the conference, it realizes that it cannot accomplish this without constant communication and close coordination between the two entities.

3. Close coordination begins the moment that NGAUS selects a Host State and continues through the conclusion of the Conference.  
4. NGAUS realizes that the host of a NGAUS conference is a large undertaking and that a state’s volunteer staff may require assistance in understanding the dynamics and parameters of hosting the conference.  

5. NGAUS suggests that the Host State Committee (HSC) Chairperson review the Conference SOP and then meet with key NGAUS staff to discuss the SOP and any pertinent questions develop from the Chairperson’s review.

6. NGAUS encourages the HSC Chair to review the SOP with their various committee chairs and ensure that these individuals understand their requirements. NGAUS is more than agreeable with attending that meeting and assisting in the review process.

7. The Host State Chairperson shall notify the NGAUS GCC when Host State committee meetings are scheduled.  When practical, the NGAUS GCC and other designated staff shall attend these meetings, or schedule video teleconferencing or teleconferencing in order to communicate with the meeting. 

8. NGAUS is responsible for sending representatives to the Host State for coordination and planning meetings throughout the years prior to the conference. 
E. Meetings/Training (Appendix 1)
1. For planning purposes, the Host State will be prepared to brief NGAUS during the following meetings:

(a) At the NGEDA Annual Conference in January (or the month that NGEDA designates for their Annual Conference) of the year preceding, NGAUS and the Host State shall establish a planning meeting which will include the Host State Committee chairs.  The purpose is to discuss their status. NGAUS strongly encourages future Host State personnel (committee chairs) to attend National Conferences and the NGEDA winter conference one or two years prior to their Conference in order to begin learning their jobs.  The current Host State committees should anticipate that their future counterparts might attend staff meetings and observe their operations.  
(b) Each year prior to the Host State hosting the NGAUS General Conference, the NGAUS GCC and Financial Director shall attend the Host State’s state conference.  At the conclusion of the state’s annual conference, the Host State will conduct a conference meeting with their committee chairpersons and NGAUS representatives.

(c) Periodic attendance at Host State Planning meetings

(d) Host State Annual Conference each year preceding the national conference

(e) Registration software training session

(f) Rock Drill

(g) Pre-con meeting at national conference

(h) Conference update briefings during the annual conference
(i) Post conference meeting schedule during the travel out day

2. NGAUS Staff would like to participate in other Host State planning meetings.  They can participate by attending the meetings, video teleconferencing, or teleconferencing.

3. The NGAUS President and/or the GCC shall determine the appropriate additional number of their Washington, DC staff required to work the Conference. 

4. NGAUS staff shall arrive, in stages, several days before the conference convenes to effect final planning and mission execution in cooperation with and in assistance to the Host State.  The NGAUS GCC shall determine the travel days of staff who will attend.  Their level of involvement in the pre-conference event schedule, and requirements to have the staff there for specific interaction, will determine their arrival dates.

5. NGAUS staff members and their host counterparts shall continue to work hand in hand until the conference adjourns. 

6. The NGAUS President may, and the Chief of Staff and Director of Finance will attend the first scheduled Host State Conference Committee meeting to begin the coordination process.  
7. This first meeting is critical to both the Host State and NGAUS in identifying the conference team and allowing initial personal contact.  NGAUS also relies on this meeting to set the tone of the conference and identify those areas of the conference that are non-negotiable and are NGAUS specific events.  NGAUS encourages this meeting to eliminate NGAUS’ intervention further along in the process where the Host State may have expended effort and changes could result in ill feelings. 

8. The NGAUS GCC and selective staff shall visit the Host State each of the preceding two (2) years before the Conference.  
a) NGAUS GCC and selected staff desire to conduct these visits in connection with the State’s Association Conference and the NGEDA Annual Conference.

b) The Host State should allow at least ½ day or more to conduct a conference meeting with their various chairpersons and NGAUS selected staff at the end of their state conference.  This is usually Sunday morning following the state conference and during the afternoon of the first business session of NGEDA.  
c) Should the date of the state conference conflict with other NGAUS responsibilities, then the GCC shall coordinate other dates and times for these meetings.

9. NGAUS, in concurrence with the Host State, will establish a meeting three (3) months before the conference when the NGAUS registration software will be loaded on a Host State server.  
10. One month before the conference, NGAUS will train those individuals who will be doing registration at the conference in the use and parameters of the registration software. 

11. Should the Host State desire any other training, then they should contact the NGAUS Conference Coordinating person to establish a date, time, location and nature of the additional training

12. In either July or August of the conference year, and at least 30 days prior to the conference, NGAUS shall conduct a “Rock Drill” with the Host State in the host’s state.  
(See Annex C and Annex C Tab 1 and 2 for Rock Drill information)
13. General Meeting Format

a) For planning purposes, the format for all meetings should follow the NGAUS “Schedule of Events” that NGAUS provides.  This will allow those involved to become accustomed to the flow of conference events, provide the opportunity for each chairperson to give a detailed brief of their functional area, and create dialog between committees to ensure coordination.  
b) The Schedule of Events is the agenda, and the items in the schedule are a starting point for all discussions. 
See Appendix 2 for a sample of the schedule.

c) The Host State chairs should feel free to inject questions to both NGAUS and their committees.

d) NGAUS staff may provide specific guidance and ask questions related to the schedule and the functional areas.  
e) Chairpersons must go into detail in explaining their portion of the operation to demonstrate knowledge of their responsibilities, where they are at in the process, whom is responsible for what, any cost involved and what is left to be accomplished. 
f)  The Host State should assume nothing!
14. Conference Update Briefings (CUB) during the Conference

a) NGAUS requires that the Host State Committee Chairs hold a daily Conference Update Briefing (CUB) during the conference.  
b) These meetings should start on the day before the first official day of the conference, begin at 1500 hours, and run for one hour.  
c) The agenda should be the functional areas and followed by NGAUS and the Host State Chair comments.  
d) This meeting will allow all to share what has happened during the day, correct those items needing correction before the next day, and discussing the next day’s mission to ensure success. 
See Appendix 3 for a sample Coordination Update Briefing (CUB) format.
END OF SECTION C

SECTION D
FINANCIAL OPERATIONS
1.
GENERAL


A. 
STATEMENT
NGAUS and the Host State have specific financial responsibilities throughout the conference planning and execution phase.  This section identifies those responsibilities but is not all encompassing since many items are added or subtracted depending on location.


B. 
RESPONSIBILITIES

1.
NGAUS
a)
NGAUS has fiscal oversight of the General Conference.  
b)
The NGAUS Director of Financial Operations (DFO) will establish a master account with:
· The headquarters hotel

· The convention center
· The audiovisual contractor

· The Security Company (as required)

1)
  This master account shall be in lieu of deposits or other monetary advances otherwise required in such situations.  
2)
The NGAUS DFO shall monitor the master account, resolve any items in questions, and shall pay the bills when they are due.
c)
NGAUS shall assume financial responsibility for the following:

1)
NGAUS hotel rooms

2)
NGAUS does not supply a deposit for their rooms as is required by the states
3)
NGAUS designated expenses for NGAUS staff and other guests
4)
NGAUS specific registration fees

a)
The NGAUS Board of Directors sets registration fees.

b)
The Host State collects these fees and uses them to cover costs directly associated with the Host State’s conference expenses.  
c)
Should a Host State desire to raise the registration fees, then their request should be submitted to the NGAUS Board of Directors at the March board meeting the year before the conference thereby allowing time to include any increase in the first conference memorandum.

d)
 On-site exhibitor registration fees go directly to the Host State.

e)
NGAUS pays registration fees as outlined below.  NGAUS pays these registration fees to the Host State when NGAUS DFO finalizes payments to the Host State financial representative.  

1. GUEST SPEAKERS: 
a. The NGAUS will pay the registration fee of the Guest Speaker, their spouse and one principal staff assistant.  
b. In addition, the NGAUS will pay the hotel expenses of all Guest Speakers who are not members of the executive branch/uniformed military.  
c. NGAUS will register and support hotel requirements of guest speakers.  
d. NGAUS will not pay airfare unless pre-approved by the NGAUS President.

2. DISTINGUISHED GUESTS (DG): 
a. The NGAUS will pay the registration fee for certain Distinguished Guests as determined by the President.  
b. DGs will assume travel expenses, hotel expenses, and other incidentals.  NGAUS and the Host State will expect the Distinguished Guests to register for the Conference no matter what their anticipated length of stay.  
c. NGAUS will obtain a room in the NGAUS block of rooms, however, payment for the room and any incidentals will be the responsibility of the DG.

3. OFFICIAL GUEST:  

a. NGAUS defines "Official Guest" as a member of Congress or their staff that are invited to attend the Conference by the NGAUS Chairman or President.  
b. NGAUS waives the registration fee for these individuals.

c. Travel expenses, hotel expenses, and any incidentals incurred will be the responsibility of the Official Guest. 
d. NGAUS will obtain a room in the NGAUS block of rooms, however, payment for the room and any incidentals will be the responsibility of the Official Guest.  
e. NGAUS and the Host State expect Official Guests to register for the Conference no matter what the anticipated length of stay. 

4. GUEST: 

a. NGAUS defines “Guest" as an individual invited by the Chairman or President. They usually fall into the following categories: 

i. DOD staff members 

ii. Uniformed or civil services in the DoD secretariat.  

iii. Other Secretariat staff members.  

iv. Special individuals identified and invited. 

b. The registration fee, travel expenses, hotel expenses, and any incidentals incurred will be the responsibility of the Guest. 

c. NGAUS will obtain a room in the NGAUS block of rooms, however, payment for the room and any incidentals will be the responsibility of the Official Guest.  

d. NGAUS and the Host State expect Guests to register for the Conference no matter what the anticipated length of stay. 

5. NGAUS OFFICERS: 

a. The NGAUS will pay the registration fee, airfare and hotel expenses (excluding incidentals) for NGAUS Officers.  

b. Officers are required to attend the Conference unless excused by the Chairman of the Board.  NGAUS will not assume any expenses for spouses who attend the conference.  

c. NGAUS will automatically register all NGAUS Officers and arrange housing in the NGAUS block of rooms unless the Officer requests otherwise.

6. BOARD MEMBERS: 

a. NGAUS expects their Board members to attend the conference.

b. The NGAUS will reimburse the registration fee for all members of the Board who attend the Conference. 

c. NGAUS will not reimburse any other expenses for Board Members.  

d. Board members should register for the conference through their home state and plan to be housed with their state's delegation.  Board Members are required to submit a NGAUS travel voucher for reimbursement of registration.  

e. Those unable to attend should notify the NGAUS Chairman.

7. LEGION DE LAFAYETTE (LDL): 

a. The NGAUS will pay registration fees for all Legion de Lafayette.  NGAUS will process the registration for the LDL's.  

b. Additionally, NGAUS will obtain a room in the NGAUS block of rooms for all LDL's, however, payment for the room and any incidentals will be the responsibility of the LDL.

8. INDIVIDUAL NGAUS AWARD RECIPIENTS

a. The NGAUS will reimburse the registration fee for all Individual Award Recipients who actually attend the Conference.  

b. NGAUS does not reimburse any other expenses for Individual Award Recipients. 

c.  NGAUS requires individual NGAUS Award Recipients to register for the conference through their home state and their state will plan to be housed them with their delegation.  

d. Award recipients' may submit a NGAUS travel voucher for reimbursement of registration or the Host State may submit a letter requesting to be reimbursed for the award recipient’s registration fee.

9. NGAUS Staff: 

a. The NGAUS will pay transportation, hotel expenses (not to include incidentals), registration fee, and normal expenses (as outlined in the Financial Policies, Procedures, and Guidelines) of NGAUS staff members who are required to attend the Conference as part of their duties.  

b. The NGAUS President must pre-approve the use of a rental car or any other extraordinary expense.

c. NGAUS will process the registration and hotel rooms for the staff.  

d. NGAUS will not assume the expense for staff spouses who attend the conference.
10. CONTRACTED REPRESENTATIVES: 

a. NGAUS will assume payment according to the representative's contract.  
b. NGAUS will process registrations and hotel rooms according to the terms of the individual's contract with NGAUS.  

c. These Representatives include:

i. Vendors responsible for exhibits
ii. Advertising 
iii. Security
iv. Court reporting
v. Any contractor directly involved with the General Conference proceedings. 

d. Court Reporter: 
i. NGAUS hires a Washington, DC court reporter for the main business session and the Army Breakout session.  
ii. NGAUS hires a local court reporter to cover the Air Breakout session.  

11. NGAUS is responsible for these costs:
a. COMMITTEE CHAIRPERSONS AND TASK FORCE CHAIRPERSONS: 

b. NGAUS will reimburse the registration fee for all Chairmen who attend the Conference.  

c. NGAUS does not reimburse any other Chairman expenses. 

d.  The Chairman should register for the conference through their home state and their state should plan house them with their state's delegation.  

e. They must submit a voucher for reimbursement of registration.

e)
Miscellaneous

(1) 
All special food events in the convention center sponsored by NGAUS, which may include: 
· Daily food for the NGAUS staff
· The Ribbon Cutting Ceremony
· Brunches, coffee breaks, and Continental breakfast in the exhibit hall and refreshments for the Resolutions Committee 
· Area and other NGAUS committee meetings 
· The Chairman’s Head Table Reception

· Other receptions as deemed appropriate

· The TAG cocktail hour (optional to NGAUS) held after the Ribbon Cutting Ceremony.  
· Retirees’ Luncheon – 
i. This event is for retirees and spouses or guests.  
ii. Non-NGAUS member retirees and their spouses and guests shall pay a minimal fee during the registration process to offset the retiree lunch expense.  
iii. NGAUS collects these fees during the registration process and provides them to the Host State.  
iv. Since the states normally make out their registration check to the Host State, the Host State will reimburse these fees to NGAUS.
(2)
Convention Facility Expense: All expenses associated with the industry exhibits to include the rental of the convention center.
(3)
General Liability Insurance


a)
NGAUS shall add the Host State to the Association’s General Liability Insurance to cover events at the convention center and the transportation of conferees.  

b)
Off-site events paid for by the Host State may require additional insurance and shall need to be coordinated with NGAUS.  

c)
Special events involving water or aerial activities require additional insurance, which NGAUS shall not provide insurance coverage.  

d)
NGAUS’ insurance requirements prohibit the carrying of weapons by military personnel in the conference center.
2. Registration Packet Material  
a. NGAUS pays for and provides the following items to the Host State for placing in the conference packets: 

i. Conference Pins or coins (reimbursed for equal valve of pin expense only)
ii. Lanyards

iii. Badge Holders 

iv. Programs:  NGAUS prints the exhibitors’ program and the official conference program.

3. NGAUS will provide the Sergeant-at-Arms Arm Bands to the Host State’s Chairperson for this functional area.
4. Audiovisual Support
NGAUS is responsible for the audio/visual requirements for NGAUS-sponsored events, the Air Separate Session, and all A/V used in the business sessions, the Distinguish Guest Lounge, and the States Dinner.  
2. HOST STATE 

i. General 

a. The Host State manages the budget for its portion of the Conference.  
b.
The Host State Financial Chairperson will establish credit (master account) with the headquarters hotel and convention center and may need to establish credit with other hotels as required.  This master account shall be in lieu of deposits or other monetary advances otherwise required in such situations.  The State Financial Chairperson shall monitor the master account, resolve any items in questions, and shall pay the bills when they are due.
c.
NGAUS advises the Host State that they shall have to raise at least $200,000 - $300,000 over anticipated registration fees in order to have a successful Conference. 

d.
The Host State shall submit their final budget at the time they request the $50,000 expense reimbursement advance from NGAUS.  
1)
A final budget/financial plan should be ready for review by the NGAUS GCC no later than November 1 prior to the Conference.  
2)
NGAUS shall receive the final budget/financial plan prior to the issuance of the expense reimbursement advance.  
e.
Overall plans must be available for Host State/NGAUS coordination by the National Guard Executive Directors Association (NGEDA) meeting in the year of the Conference.
f.
The Host State shall pay the cost of the meals for the Governor’s Reception and the States Dinner and food for the Host State administrative area.
g.
The Host State is responsible for any additional audiovisual support for their portion of the opening ceremonies and for any entertainment provided at the Governors Reception and States Dinner. 
(A sample conference budget allocating financial responsibilities by NGAUS and the Host State is in Appendix 4.)
ii.  Fund raising 
a. 
The Host State shall submit a fundraising plan to the NGAUS Chairman of the Board at the time when a Host State submits a bid.  
b.
Overall plans must be available for Host State/NGAUS coordination by the NGEDA annual conference two years prior to the conference. 
c.
NGAUS views fund raising from two perspectives:

· Internal (within state from state government, convention bureaus, local government, local non-national businesses, and the convention center)
· External (National businesses, corporations, etc which may include financial donations or in-kind services.)  
d.
Money for the Host State’s budget comes from three principal sources:
· Fund Raising Contributions (Usually donations to the Host State by business and industry, or from companies that provide “in-kind” services and material.) 
· Registration Fees (as set by the NGAUS Board of Directors) – States, NGAUS, Exhibitors (to include the $75 fee collected from Exhibitors for staff working the booth and not included in the booth fee) 

· Donations from state and local entities
1. Convention Bureau

2. Convention Center 

3. State and local governments 

· Other sources of revenue may come from:
1. Hotel Rebates

2. Net Income Sharing Revenue (Approximately $100,000 of which $50,000 may be advanced to the state for the conference.)

3. Fun Run

4. Golf Tournament 

5. Interest income from hotel deposits

A sample of a state’s fund raising sponsorship plan can be found in Appendix 5
e.
NGAUS shall provide ten (10) booth spaces in the exhibit area to the Host State for companies that provide in-kind goods or services

· The recipient is responsible for all charges beyond the rental of the booth, to include registration fees 
· The Host State shall not sell these booths for cash
f.
NGAUS strongly encourages the Host State to begin its fundraising within the state at any time after NGAUS designates the future conference host (Except with those companies who are national entities who are already involved with the current conference).
g.
Fundraising at the local level is extremely important since having cash flow becomes an issue during the year before the conference.  Many aspects of the conference require deposits and without the local fundraising activities, cash flow anxiety becomes a chairpersons’ concern. 
3.
The NGAUS $50,000 initial advance will cover only limited amounts of pre-conference costs.  
4.
The national fundraising usually begins at NGAUS Industry Day (normally the first week of December of the preceding year), and the funds from the national level are not usually received until during or right after the conference.  
5.
Having funds available to pay costs during the year prior to the conference is very important.

6.
Fundraising at the national level and using the NGAUS list of its corporate partners may only occur at the end of the previous conference.  This list may be used by the host committee’s fundraisers only for the purpose of general conference fundraising.

7.
The Host State shall use the monies derived from registration fees to provide funding for events that benefit all conferees.  States Conference POCs pay attendees registration fees on site. 
8.
Exhibitors, who have not purchased booth space, pay their registration fees on-site at the conference.  

9.
The Host State shall determine if they will be willing to accept credit card payments for registration fees.  Using credit cards as a source of payment is not required, however, it is highly recommended.
10.
 NGAUS strongly recommends that the Host State secure insurance, which allows for Surety Bonding of all employees and volunteers, especially those handling money, checks, and credit card sales to insure against loss through destruction, dishonesty, or disappearance of funds.

11.
Fundraising is a difficult project.  The Host State may receive some local support quickly.  However, experience has demonstrated that the bulk of fundraising dollars is presented to the state 30 days before, during of immediately after the conference.  This time sequence places a strain on the Host State to move forward on faith.
C.
FINAL FINANCIAL REPORT

1.
The Host State shall provide NGAUS a complete financial statement (status report) at least thirty - days (30) after the end of the year of the conference.  
2.
 This budget shall be a detailed recap of revenues and costs.

3.
The NGAUS balance owed to the Host State will be held until NGAUS receives the final budget document.

END OF SECTION D
SECTION E
HOUSING
I.
MANAGING THE HOUSING BLOCK
A.
GENERAL


1.
The housing process begins with the solicitation of bids and the signing of contracts for hotel rooms.  


2.
NGAUS strongly encourages the Host State to establish a housing committee immediately after signing hotel contracts.  This committee should become thoroughly familiar with:

· The conditions of the contract
· The rooming night blocks
· Food and beverage policies
· Pre and post conference room availability


3.
NGAUS requires the Host State housing committee to manage the room block with minimum assistance from NGAUS during the tenure of the Host State’s housing contract.  

4.
NGAUS strongly recommends that the Host State work with the host city’s convention bureau to identify hotels. 

5.
NGAUS cautions the Host State to avoid the use of outside vendors or convention/visitors’ bureaus for management of housing.  NGAUS makes this recommendation based on many years’ of experience.  If the state chooses to hire an outside vendor, then the state should avoid inflating housing costs and thereby overcharging association members.  This could have an adverse affect on the integrity of the Host State and NGAUS.  
6.
It is imperative that the Host State and NGAUS agree upon a date for the initial submission of attendee information.  This date must not change.  Changing that date creates problems for the Host State and with the hotels.  It is important for the Host State to emphasize the importance of this date at the NGEDA conference in the January before the NGAUS General Conference.
B.
HOST STATE RESPONSIBILITY
1. The Host State Chairperson and the Housing Committee Chair must monitor closely any changes to the hotel contracts.  

2. Should the Host State add rooms to accommodate additional attendees and exhibitors, then the Host State should be cautious of cut-off dates and the impact they may incur by not signing the contract by the cut-off date.  As an example, recently a Host State requested an additional 100 rooms and failed to sign the addenda by the cut-off date.  When the Host State began allocating rooms, they discovered that they only received 50 additional rooms and 50 at a much higher price.  


3.
NGAUS will not accept the Host State Housing Committee deferring to NGAUS to manage and allot room assignments.  Therefore, it is imperative that the Host State Conference Committee Chair establish the Housing Committee immediately following the signing of hotel contracts.  The Housing Committee should be given copies of all signed hotel contracts and extract rooming information from them and setup a hotel room matrix 


4.
Recent trends have shown that the Host State has a tendency to defer the managing of room blocks to NGAUS the closer the state gets to the conference.  While NGAUS has the responsibility to manage its own room blocks, NGAUS only assists the Host State committee.  The Host State must accept managing all aspects of the process with little assistance from NGAUS staff.

5.
Managing the hotel room blocks can be time intensive.  Having a few key individuals, including the Conference Chairman, managing these rooms is important.  
6.
NGAUS has adjusted the period for state submissions with the last submission being sixty days (60) prior to the hotel cutoff date.  Therefore, the Host State should have greater flexibility when working the block.  However, immediately following the last submission and up through turning names and deposits over to the hotels, management of these rooms will become a day-to-day priority.

7.
Important information to track will be:
· Total number of sleeping rooms per hotel
· Number of conference hotel complimentary suites for the NGAUS Chairman of the Board, NGAUS President and Chief of NGB
· Total number of suites with one and two bedrooms per hotel to include their names, number of each style, number of adjoining bedrooms and cost of room.

· Hotel policy on alcohol and food

· Availability of meeting rooms which can be used for hospitality and the costs of these rooms

· When providing the total room count for the conference host hotel at the NGEDA conference, the number of available rooms should not include the 130 rooms set aside for NGAUS and NGB. 



8.
The Host State Housing representative must work with the hotels to ensure that states who return rooms forfeit any deposits.  The hotel(s) would then return this deposit to the Host State unless it falls within the time frame of the hotels’ cancelation policy in the contract.



9.
The Host State should note that the Ethics in Government Regulation of 1993 provides that no member of the executive branch of the federal government may receive lodging as a “gift”.  Thus, while NGAUS shall arrange lodging for Official Guests, such guests from the executive branch must pay for their own hotel room.  The United States Senate and House of Representatives have their own, similar ethics rules.

C.
NGAUS 
1.
NGAUS reserves a block of rooms at the Conference Headquarters Hotel for our Distinguished Guest and one staffer.  Should the DG travel with additional staff, registration and other costs will be at their expense.  Due to limited room blocks, NGAUS will accommodate additional staff in the next closest available hotel. 

2.
NGAUS requires all registration personnel to use NGAUS’ official registration software for housing management, as well as, registration.  

3.
NGAUS, the Host State and the hotel(s) will agree to a date for the submission of all names for rooms and the room deposits.
4.
NGAUS Rooms
a.
Distinguished Guests:  NGAUS uses its own forms to record the hotel requirements of Distinguished and other guests.  NGAUS requires invited Distinguished Guests to return their housing requests to the NGAUS headquarters in Washington, DC.
b.
NGAUS requires that the Host State provide suites (a parlor and one adjoining bedroom) for the NGAUS Chairman, NGAUS President, and the Chief of NGB.  The Host State shall use its complimentary accommodation credits to cover the costs for these suites.  NGAUS shall reimburse the Host State a regular room rate for each night the suite is used by the NGAUS Chairman and President.  The Host State shall apply these monies collected to the Host State’s master account at that hotel.  
c.
NGB will pay a regular room nights charge for their suite directly to the Host State.

d.
 NGAUS Master Account  



1.
NGAUS’ GCC or designated representative shall establish a sub-block of rooms with the headquarters hotel for NGAUS rooms.  This account shall be in lieu of any deposit from the Association.  


2.
The Host State and the NGAUS GCC or designated representative will ensure that the hotel understands that NGAUS shall utilize and manage its block of rooms.  


3.
NGAUS’ GCC or designated representative shall deal directly with the hotel’s reservations manager for management of this block of rooms and shall settle NGAUS’ master account at the end of the Conference. 

4.
Room Requirements:  




i.
NGAUS requires at least 130 rooms in the headquarters hotel for the lodging of NGAUS officers, staff and, Distinguished and other guests. 



ii.
NGAUS shall set up a master account for its room block and shall work directly with the hotel once the Host State secures the room blocks.  



iii.
  These 130 rooms and the rooms the Host State holds to support their sponsors will not be included in the room block count when presenting hotel options to the states at the NGEDA conference.
D.
HOTEL CONTRACTS
1. Host States shall contract for rooms with hotels well in advance of their conference to ensure that sufficient rooms are available for delegates, members, guests, and exhibitors.  
2. Contracts shall be two-party documents with the Host State and hotel(s) being signers and binding on both parties.  When prepared for and prior to signature, the Host State shall submit contracts to the NGAUS GCC for review by the Director of Financial Operations.  Once NGAUS reviews and approves the contracts, the Host State can sign the documents.
3. When negotiating hotel contracts, NGAUS strongly encourages that the Host State should endeavor to negotiate the lowest price possible, which, at a minimum, should not exceed the prevailing per diem rate.  NGAUS re-emphasizes that it would like to see the prices lower than Per Diem.  

4. The Host State must insist that hotels not price the remainder of the non-blocked rooms at lower prices than those negotiated for the conference room blocks.  On-line booking practices have had a significant impact on the size of room block usage.  This ultimately affects the number of rooms booked and may reduce financial incentives that the hotel has agreed to provide to the Host State.

5. The Host State should reserve approximately 2500 rooms to house all Conference attendees including exhibitors.  

6. Host States may also prescribe rules concerning cancellations and return of deposits.  To avoid potential issue of attrition and to encourage states to meet required deadlines, NGAUS has adopted the following policy:  

a.
NGAUS requires the first registration information 120 days prior to the conference



b.
 The second submission is due 90 days prior to the conference.




c.
The final submission is due 60 days prior to the conference.  Any state room cancelations after this date and up until the hotels cancelation policy becomes effective will result in the state losing its initial room deposit.

b.
It is important that the Host State track any changes that may occur between the last submission date and the date of the hotels’ cancelation policy.  This is at a point in time when the Host State authorizes Executive Directors/Secretaries/Delegation representatives to work directly with the hotel(s).  

[Note: Annex A part B offers specific guidelines for negotiating hotel contracts).

E.
STATE/TERRITORY DELEGATIONS
1. General:
a. NGAUS has given the National Guard Executive Directors Association (NGEDA) authority to develop and conduct a hotel selection process for the NGAUS General Conference. 
b.  NGAUS utilizes this hotel selection process to determine how the Host State shall assign states to various hotels for the next year’s conference.  
c. NGEDA conducts the hotel selection process during its Annual Conference the year (traditionally in January) prior to the conference.
2.
NGEDA/Hotel Assignment Process:   

1)
NGEDA, traditionally, holds its annual conference in the NGAUS General Conference Host State city in January of the current conference year. 


2)
NGAUS requires the Host State to make a conference presentation at the NGEDA Conference during the business meetings.  This presentation will cover:
· Total number of rooms available in hotel(s)

· Transportation

· Events

· Hotel site visit process
· Selection process

· Deposits

· Other information the Host State deems important to relay to the states/territories



3)
The Host State will develop a plan and provide transportation (if necessary) to conduct hotel site visits during the NGEDA conference (this is usually the first business day afternoon of the conference).  


4)
The Host State will also develop a plan and a form (see Appendix 6 Sample NGEDA State Hotel Request Form) for accepting Host State rooming request immediately following the hotel site visits.  



a)
The states/territories will fill out a “wish list” identifying their three (3) hotel choices in priority order and turn them into the Host State’s POC.  



b)
Each state/territory shall provide a cash deposit (cash or check only) with their priority list in order to hold its requested room block.  



c)
A state/territory does not need to be present to reserve a room block; however, in order for NGAUS to consider them in the hotel selection process, they must have sent a check to NGAUS or the Host State prior to NGEDA.  The check will include the number of rooms to block.  States that are not present nor provide a check will lose their ranking in the selection process.





d)
Prior to the end of the NGEDA conference, NGAUS will then brief NGEDA on state hotel assignments.  






e)
Should a state have a problem with their hotel assignment, the states may work among them to resolve the conflict or seek assistance from NGAUS.  



5)
It is the responsibility of the Host State’s Housing Committee, with assistance from NGAUS, to manage the room hotel room blocks.  This process begins with receiving room deposits at the NGEDA conference and ends when the Host State turns the states’ room requests and deposits over to the various hotels.  


6)
NGAUS will work with the Host State’s Chairperson to assign states and territories to hotels after the states have turn in their hotel priority list based on the lottery.  




7)
 NGAUS and the Host State’s goal is to ensure that hotels meet their requirements for room block and hospitality suite needs.

F.
EXHIBITORS/INDUSTRY
1. Host States must plan for housing the growing number of industry representatives and exhibitors.  
2. NGAUS will provide historical information that will help the Host State in determining the number of industry representatives that the Host State may expect along with their housing needs. (See Appendix 7 – Attendee History)
3. The GCC shall provide guidance to the Host State housing chairperson regarding placement of such personnel in the headquarters hotel and other hotels.   

4. Exhibitor housing shall be determined after the states’ allotments have been determined. 

5. NGAUS allows the Host State to place their sponsors in the headquarters hotel or in a hotel the Host State and sponsor desire.  This placement shall be coordinated with NGAUS to ensure rooms are available and retained. 

6. The Host State shall use NGAUS provided software for managing exhibitor housing, states’ attendee registration, and the on-line registration process.  This software will be preloaded with the states’ hotel block and the hotels assigned to be used by exhibitors and NGB.  

7. Exhibitors/Industry representatives register by opening the NGAUS website, clicking on the conference icon and selecting exhibitor registration.  This allows them to register and select a room.  

8. All exhibitors must be reminded that purchasing a booth only registers the company - not the individuals who attend.  While purchasing booth space does provide the exhibitor with a free registration(s), who is assigned to that registration is concluded at onsite registration at the conference.  This is usually done through a voucher system with a number being sent to the corporation.  This voucher number is submitted at registration against that free registration.  

9. In order for this entire process to be initiated, it is important that all company representatives register independently on the NGAUS website.  

10. The states’ Executive Director shall do States’ members housing and registration, whereas each member of the exhibitors’ team and NGB shall register through the NGAUS website and receive their hotel assignment during that process.

G.
NATIONAL GUARD BUREAU


1.
The Bureau shall provide its requirements for rooms (normally about 80) to the Host State at the NGEDA meeting.  


2.
The Bureau shall give credit card numbers for each room requested on or prior to the deadline for state housing lists.  


3.
It shall use the official NGAUS registration software through the NGAUS website. 


4.
NGAUS includes rooms for:

· The Chief

·  Army and Air Directors

·  Assistant Chief and Comptroller 

· The Joint Director 

· The Senior Warrant Officer for the National Guard

· The Command Sergeant Major of the National Guard

· The Command Sergeant Major of the Army Guard

· The Senior Chief Master Sergeant of the Air Guard



5.
 NGAUS requires that the Host State provide a suite for the Chief of NGB.  If the suite is under the hotel’s control, then NGB pays the hotel directly for its suite and the hotel charges them a regular room rate.  Should the Host State control the suites, then NGB shall pay the Host State for room charges. He/she additionally may request the other adjoining sleeping room for the Chief’s Exec.



6.
The hotel site for NGB shall be determined after the states’ allotments have been determined.


H.
ISSUES TO MONITOR


1.
When negotiating pre and post room availability at the conference costs, the Host State must emphasized to the states’ Executive Directors/Delegation Secretaries that there is a registration cut-off date for these dates and costs and that accepting changes from their state delegations after this cut-off date will incur a higher room rate for the traveler.  


2.
The Host State must make it perfectly clear to the various hotel staffs that no state representatives will be allowed to block a suite on their own during or after the NGEDA conference.  The states’ request for a suite must be submitted to the Host State and the Host State will allocate suites based on the lottery position of each state.  This applies to exhibitors too.


3.
Once the Host State allocates a hotel to a state based on its lottery number, number of sleeping rooms requested, and the type of hospitality room requested if any, the state is allowed to visit the hotel to establish a point of contact and to request banquet menus.  However, the state is not allowed to request a specific hospitality room from the hotel nor is the hotel authorized to assign one without the full knowledge and agreement of the Host State.
II.
FINAL ROOM BLOCK ASSIGNMENT PROCESS


A.
The hotel contracts normally contain critical dates that the Host State Housing Committee, NGAUS, and the states must be aware of and follow.  These dates identify when the final rooming lists with deposits shall be turned over to the hotels and when cut-off dates are to ensure penalties are not assessed.


B.
NGAUS strongly recommends that the Host State establish state conference submission dates for registration/hotel requirements data.


Initial Submission - 120 days before the hotel cutoff date


Second Submission – 90 days before the hotel cutoff date


Final submission – 60 days before the hotel cutoff date


C.
 Any state that turns back a room after the Host State submits their final rooming list will forfeit their deposit to the Host State unless it falls within the contractual perimeters of the hotel’s cancelation policy, at which time, the hotel will retain the deposit.

D.
It is important that the Host State establish a POC to work hotel room inquiries during the life of the contracts.  This POC must have knowledge of the total amount of rooms, suites, prices, state assignments, other assignments, and the availability of rooms at any given time.  This POC along with other committee members and NGAUS will do the final room assignment process roughly sixty-days (60) prior to the conference.

E.
The NGAUS process for room assignments consist of sub-processes, which are, NGEDA room block assignment, NGB and exhibitor registration through the NGAUS website and Distinguished Guest registration by NGAUS staff.

See Annex D – Hotel Room Allocation Process for detail on this process.
END OF SECTION E
SECTION F
FACILITIES AND SERVICES
I. GENERAL 

A. NGAUS is responsible for contracting the conference center facilities.  
B. Whenever possible, NGAUS shall contract for all the space in the center.  While Annex A prescribes the minimum amount of space required, it is NGAUS’ desire to contract the entire facility.  
C. From a security and force protection perspective, the NGAUS conference is a high value target.  Therefore, the NGAUS conference is not open to the public.  NGAUS desires to limit any access to the convention center during its conference
D. NGAUS GCC and other staff shall meet with the convention facilities staff at scheduled points in time as part of the Host State bid and selection process.  
E. The GCC and other staff shall survey the facility, acquire floor plans, and review actual space layout in order to assess the adequacy of housing the various meetings and exhibits.  

F. Once NGAUS selects the Host State, then the NGAUS GCC and other staff shall (based on the Schedule of Events) determine requirements for meeting rooms and other facilities and assign the various meetings and events to the contracted facility meeting space.  
G. NGAUS GCC and other staff shall visit the Host State conference center in the October – November timeframe in the year preceding the conference and identify the final requirements as soon as possible in the months before the Conference.  
H. The following conference center functional area managers will be included in these meetings:
· Convention Center General Manager or Director
· Convention Center POC for NGAUS coordination

· Security Manager or Company
· Banquets, Food and Beverage Manager

· Meeting Space Manager

· Operations Manager

· Audiovisual Manager (company)

· Communications Manager (company)
i.      The NGAUS Financial Operations Director shall be responsible for receiving and reviewing contracts for the convention center and ensuring that the Board of Directors approves the contract and the Chairman of the Board signs them.  The Financial Operations Director also shall pay for the space.

ii.     One of the first major requirements is to conduct a walk-thru of the convention facilities.  The NGAUS GCC, accompanied by selected NGAUS staff, Host State Chairperson(s), Convention Center staff, and others conducts this walk-thru.  It is imperative to identify:
a. Bus drop off points

b. Main Entrances

c. Registration Areas

d. Exhibit Space and flow of traffic
e. Business meeting space

f. States Dinner Space

g. Areas for breaks

h. Meeting Rooms

i. Potential event locations (e.g., Mixers, luncheons, etc.)

Note: Annex B Tab 1 & 2 Meeting Room Grid and Room Setup Matrix provides general requirements for the space needed in support of a conference.]
II.  
MEETING AND EVENT ROOMS
1.
COMMITTEE ROOMS
A.
Numerous small function and meeting rooms are required during the General Conference.  Such rooms may have multiple uses.  

B.
The NGAUS staff member designated as facilities coordinator shall arrange for 15-25 such rooms that range in seating capacity from 25-200.  Seating shall typically be theater style, with a podium, NGAUS seal provided by NGAUS and microphone in each room.  Rooms will not be committed without NGAUS’ on-site POC’s approval.
b. On site, the Host State is responsible for ensuring that the rooms are set-up.  The room set-up shall be coordinated between the NGAUS and Host State facilities coordinators.
2.
OFFICES
a. NGAUS 

1)
NGAUS requires a large room and a small adjacent room for its conference headquarters and break areas.  These rooms shall be in the same vicinity as the Host State administrative office.  

2)
At a minimum, NGAUS office equipment should include:

· Personal computers 

· Copy machine 

· Fax machine 

· Restricted phone lines for local and credit card calls 

· Internet connections (6)

· One or two high speed laser network printers 

· In addition, a closed circuit TV monitor for viewing the proceedings of the business sessions.  

3)
The Host State must ensure that copiers and printers be installed and made operational in a timely manner in the administrative areas.

4)
NGAUS requires and administrative office with tables and chairs for work areas and a break room for serving and eating meals.  If space permits, NGAUS shall contract for a lounge area with sofa and chairs.

5)
Everyone issued keys for meeting space should test them for operational capability.  Keys should be the keys for the room, fit the locks, and enabling the securing of the room(s).

b. National Guard Bureau

1)
The National Guard Bureau may require office space, furniture, and equipment.  An NGB representative at the NGEDA meeting in January shall decide these requirements annually.

2)
If any of the above are required The Host State shall bill NGB separately for any charges incurred by these requests.  The Host State must ensure that they follow NGB procedures to ensure timely reimbursement from the Bureau.
c. Host State Public Affairs
1)
Public affairs personnel may work out of their respective operations centers or may have a combined office.
2)
Depending upon the nature of the particular conference, additional Host State media escort officers may need to be available.  If it is a presidential election year or if heavy press interest is expected, a separate pressroom may be a requirement.  

3)
Photographers may work on a rotational basis as long as there are at least three photographers available from 0800 to 1700 the three days of the conference and at least one to cover evening social events.  Additional photographers may be necessary if the Host State has multiple assignments of its own. 

4)
NGAUS requires that the Host State provide one photographer to support NGAUS specific photographic requirements.

5)
The NGAUS Communications Director shall provide a list of required photographic assignments at least two weeks prior to the conference.  
6)
Host State staff shall only use standard film (color only) cameras and digital cameras capable of producing high-resolution images in case NGAUS publishes any photographs.

d.  Host State 
The Host State general chairperson may configure and furnish the Host State’s headquarters operations as he/she sees fit.  At a minimum, NGAUS recommends the following:

· Information center at the convention center and in hotel lobbies

· Operations center

· Transportation
· Distinguished Guest lounge
· Force Protection 
· Day room for drivers and workers
III.
MAIN BUSINESS SESSIONS
A.
SEATING


1.
The NGAUS GCC (normally through the Director of Communications) has responsibility for all business sessions.

1. The hall for the main business sessions (and the Army Separate Session, which is held in the business hall) must have theater-style seating for 3500/4000 persons.  

2. NGAUS shall establish a seating plan based upon the paid membership of the several states; those states with the highest percentage of membership in NGAUS shall have preferred seating.  

3. The NGAUS Membership Director provides the state signs and set up for designated seating.  NGAUS shall provide a copy of the membership order for use by the Host State during the conference.

4. Conference registration and delegate count determines the number of seats required for each delegation.  This count incorporates seating for spouses and guests so that they may sit with their state delegations.

5. NGAUS prohibits the placement of signs in the center aisle.  The center aisle must be wide enough for a four-member color guard to march abreast in accordance with Army FM 22-5.

6. NGAUS shall reserve a separate section of two front rows on each side of the center aisle for Distinguished Guests and NGAUS staff.  A special section, location TBD by NGAUS, shall be marked for the National Guard Bureau and for representatives of industry.

B.
STAGE SET-UP  (See Appendix 8 Business Meeting Set-up)
1.
A set of state flags supplied by and shipped from NGAUS provides the background for the speaker’s platform and stage.

2.
NGAUS Assistant Manager of Support Services has oversight of the NGAUS flags and is the POC.  

3.
NGAUS ships to the conference two (2) complete set of American/POW flags, states, service flags and general officer flags.  These come with their poles and stands.

4.
NGAUS’ Assistant Manager for Support Services, with help from the Host State, shall arrange them in order of the states’ admission to the Union.  NGAUS will provide the flag order of precedence.  (See Appendix 8 Flag Order of Precedence)
3.
NGAUS has oversight of the stage set-up.  The Host State shall provide three (3) support personnel to assemble the state flags prior to the first business session, set-up, and disassemble the state flags on the morning following the States’ Dinner.  

4.
 The NGAUS decorator staff shall install and display The NGAUS seal above the flags and they shall mount the small NGAUS logo on the front of the podium (NGAUS shall provide all seals.)  The NGAUS contracted decorator maintains and stores the NGAUS seal and logo.
5.
The stage shall contain a lectern with a light, preferably one that adjusts up and down electronically.  Tables that seat ten persons, five on each side, should flank the lectern.  The Host State shall set up a table directly behind the NGAUS secretary’s seat on which to place awards and presentation items for speakers.
6.
NGAUS shall provide a gavel and nameplates for the NGAUS officers.
7.
The NGAUS secretary shall have a telephonic link with the Sergeant-at-Arms podium.  NGAUS will designate the dais location of this telephone.  The phone shall have a blinking red light and not a ring so as not to disturb the proceedings.
C. 
SERGEANT – AT – ARMS OPERATIONS AREA

1.
 NGAUS will designate the Sergeant-at-Arms Operations Area, which should be set up near the rear of the hall.  This set-up includes, but may not be limited to, a podium, microphone connected to the public address system, sufficient lighting so the Sergeants can read their materials, and chairs for the seating of distinguished guests and their escort parties.  

2.
There must be a telephone link between the Sergeant-at-Arms and the NGAUS secretary’s position on the platform so the Sergeants can talk periodically with the NGAUS secretary.  This phone should be equipped with a light signal rather than a bell ringer.  The Host State shall ensure that convention center staff positions a phone to the right of the podium and on the table near the NGAUS Secretary.

D.
MEDIA STANDS
Depending on the agenda of the conference, there may be a requirement to set up media stands with a clear view of the speaker’s rostrum – for example, a presidential election year.  A camera platform, which must have good sight lines to the speaker, may be set up in the side aisles for the use of television and print-media photographers.

E.
ADDITIONAL MICROPHONES
The Host State shall ensure that convention center staff place two (2) wireless floor microphones on stands in each aisle of the main business session hall.  Additionally, two (2) hand held microphones and two (2) lavalieres shall be available for use during the business session.

F.
STENOGRAPHIC REPORTER

1.
NGAUS shall contract for a stenographic court reporter, based in Washington, to record all the business sessions and the Army session.  This individual shall be part of the NGAUS staff and their expenses covered by NGAUS.

2.
The Host State will ensure that a small table is set-up in the front of the main hall (NGAUS establishes the location) with one chair for the stenographic reporter. 

3.
The Host State will ensure that electric power and a line into the hall’s sound system is available to this table.

4.
 NGAUS will locally hire an additional stenographer to record the business activity of the Air Separate Session.

G. 
AUDIOVISUAL RECORDING 
1. All business sessions must be videotaped in their entirety.  NGAUS shall need for its records a VHS or DVD copy of each business session by the end of the conference.  
2. In order for those seated in the back of the hall to view the sessions, audio/visual staff must place large screens in the hall, in addition to the center screen.  The total number of screens shall be determined by the room layout, the NGAUS GCC and the NGAUS Communications Director.
3. The Host State shall ensure that the appropriate hardware and software are available to provide PowerPoint capability when required, as well as, the ability to play taped presentations.  The NGAUS Communications Director, in conjunction with the Host State Facilities Chairperson and the conference A/V provider, shall ensure that the A/V provider downloads all PowerPoint presentations to a computer, saved on a disk or memory stick, and provided to NGAUS GCC prior to the end of the conference. 

4. Additional A/V requirements are 1) a spotlight for following the entrance of Keynote Speakers, and 2) ensuring that the dais can clearly hear the PA system. 
5. Host State staff shall place a monitor either on or in front of the dais for viewing of electronic presentations by those on the platform.

6. There must be communication during the business session between the A/V production manager and the principal Sergeant-at-Arms.
H.
RESOLUTIONS COMMITTEE
1. The Resolutions Committee convenes during the afternoon of the day before the first official day of the Conference.  The committee shall continue in session until it completes its work, no matter when that time is.  

2. The Resolutions Committee requires a large room with classroom seating that NGAUS can subdivided into two rooms seating at least fifty-four (54) persons per side.  Each meeting room requires a head table, podium, and microphones. 

3. A separate administrative support room as close to the main meeting room possible is required. 



Appendix 11 provides a schematic for the Resolutions Committee room setup. 
I.
AIR GUARD SEPARATE SESSION
1. NGAUS requirements include a room seating 800 for the Air Guard Separate Session.  It shall be set up theater style with a speaker’s podium and mike, and sergeant-at-arms area similar to the main business session hall and appropriate flags.  NGAUS Support Services Manager is the POC for the NGAUS flags and their set-up.
2. NGAUS provides a separate NGAUS seal for this hall.  
3. Staff must situate a table for awards behind the podium.  NGAUS Support Services Manager is the POC for the NGAUS seals.
4. A laptop, with PowerPoint capability, a projector, and screen are required, as are floor mikes and two (2) lavalieres.  Presenters shall provide copies of their presentations prior to the end of the conference.

5. NGAUS provides a stenographer to transcribe the minutes of this meeting.  An area must be setup for the stenographer to include electrical power.
6. The Host State is responsible for providing an Army and Air Parliamentarian for each meeting.
7. There shall be a rehearsal of the event the day before. 
Annex F provides a schematic of the Air Separate session room set-up. The Army Separate Session is held in the main business meeting room]
J.
NOMINATIONS COMMITTEE
1.
The Nominations Committee is required to meet during the General Conference and render a report to the NGAUS membership. 
2.
 NGAUS shall provide a room for the committee to meet as part of their meeting room space and under the contract with the Convention Center.
(Note: The guidance to the Nominations Committee and Area, Retiree, Company Grade and Warrant Officer Caucuses is provide in Annex    .  Also provided is the report verbiage that the Nominations Committee Chair is to provide.  NGAUS shall provide this information to the appropriate entities when elections are held and to the Nominations Committee Chair in order for him/her to render the appropriate report to the Chair and floor.) 

K.
NGEDA BREAKFAST
1. The National Guard Executive Directors Association (NGEDA) traditionally holds a breakfast during the conference.  Normally, NGEDA holds this breakfast the morning of the first conference day or whenever NGEDA and NGAUS designate a time in conjunction with the conference events.  NGEDA’s representative coordinates with the NGAUS GCC for a meeting room where the breakfast is to be held and the event is paid for by NGEDA.

2. The Host State Chairperson will be required to attend a joint meeting with the NGEDA officers and the NGAUS President, GCC and DFO on the morning of the final travel day home.

L. 
AGAUS LUNCHEON
The President of the Adjutant’s General Association of the United States (AGAUS) traditionally convenes a working luncheon during the conference.  This luncheon is held during the last day of the conference and is paid for by AGAUS.  The AGAUS President coordinates with the NGAUS GCC for a room to hold the luncheon.
M.
CONFERENCE SPECIFIC
1.
Signs
a. NGAUS shall provide and ship state signs for marking the seating in the business session.  
b. NGAUS shall provide signs relating to the exhibits and registration.
c. The Host State shall prepare signs prior to the opening of the Conference to identify meeting rooms, offices, work areas, and task force meetings.  (These are provided in the facilities matrix TAB B)
d. NGAUS strongly suggests that the Host State explores in-house printing capabilities before contracting with an outside vendor.  
e. Each convention center has different rules regarding placement and size of signs; the Host State is required to check with convention center management for pertinent regulations.

2.
Ceremonial Support
a.
Color Guard:  The Host State shall provide a uniformed Color Guard for opening the first business session.  NGAUS recommends that the Color Guard consist of Army and Air personnel.  The Color Guard must supply their own weapons, flags, and flag holders.
b.
State Flag Bearers:  The Host State shall provide flag bearers to carry the State Flags during the first business session’s Roll Call of States. These individuals are usually chosen from the State’s Challenge Program.  It is the states responsibility to pick the individuals, train them, and provide transportation and feeding. The state must provide flag holders for these individuals.

3.

Band:
a. The Host State shall provide a military band to play prior to the opening of the first business session, to play the National Anthem, the Army and Air Force songs during the opening ceremony, and to play the state songs in support of the posting of the state flags during the first business session. 
b. NGAUS retains the musical arrangements for the state and service songs and shall provide them electronically or hard copy to the Host State prior to the conference.  
c. The band shall also be required during the States Dinner to play the service songs to accompany the posting of flags. 
d.  The Host State may choose to have the military band entertain with dinner music during the States Dinner.


4.
Chaplain:  
a. The Host State shall provide a chaplain for the invocation during the opening ceremony of the first main business session, and for an invocation and benediction at the States Dinner.  
b. NGAUS may also ask the Chaplain to lead the Memorial Service in honor of those Guardsmen who have died since the previous Conference.  
c. The chaplain may be required at other functions, e.g., Retiree Luncheon, etc., as requested in advance by NGAUS.  

d. If the conference falls on a Sunday, the Host State shall provide chaplains for religious services.  The Host State should provide locations and times for other religious denominations’ services.

e. The Host State may also choose to have daily morning services if desired.

5.
 Information Centers
a. NGAUS requires the Host State to staff an information center whose location is coordinated between NGAUS, the NGAUS’ exhibit manager, the Host State, and the convention center.  
b. This location will be as close a possible and centered on the main conference center entrance.  The Host State will locate this booth near the main business session hall.  
c. NGAUS requests that information centers be located in each of the lobbies of the hotels used for the conference when “host couples” are used.
d. NGAUS strongly urges the Host State to use Host Couples. 

e. NGAUS requires that Host State staff these information centers with personnel familiar with all aspects of the Conference arrangements.  They also are required to be responsive to members with questions.
f. The information center in the convention center should have a computer and printer and be connected to the internet.  At a minimum, all information centers should have access to:
· Conference agendas

· Meeting locations

· Transportation schedules

· City maps

· Hospitality room hotel locations and room numbers

· Conference Event locations and directions
· Taxi information

· Hospital information

· Important or historic sites and directions

· Restaurant information

· Host State and NGAUS points of contact and cell numbers
g.
The Host State will operate this booth every day that the conference is in operation.
6.
Administrative Host State Support
a. Message Center:  The Host State is required to operate a message center.  It receives incoming telephone calls and faxes and distributes them in state mailboxes that are located in its operations office.  The Host State shall distribute General conference memoranda and messages for individual state delegations, NGAUS, and NGB through this system.  
b. The Host State must provide individual mailboxes (one each – state and territory, NGB, NGAUS.

7.
Reproduction Services:  
· The Host State shall procure a large, heavy-duty, fast copying machine for general use.  This copy machine can normally be obtained on an “in-kind” arrangement from vendors wishing to demonstrate their capabilities to the Guard.  The Host State shall provide high-speed copiers in the NGAUS administrative and in the resolutions administrative areas.
· Both NGAUS and Host State committees will generate large amounts of copying.  For instance, the 100 + page NGAUS resolutions package will have to be reproduced overnight for distribution well in advance of its consideration and adoption by the general session.  Copiers provided to NGAUS shall be used for the reproduction.  This does not go out to local reproduction services.


8.
Force Protection/Security  

a. NGAUS contracts with a Security company to provide security guards to check badges for entrance into the Exhibit Hall and to provide security for the exhibits.

b. The Host State does not provide security for the conference. It provides Force Protection for the military members in attendance. 

c. The Force Protection requirements are limited and shall be determined on a state-by-state basis by the NGAUS GCC in consultation with the Host State Conference Coordinator.
d. The Host State should look to provide soldiers and airmen in a Force Protection role during the numerous events of the conference.  
e. The level of Force Protection should be based on the current State and National Threat levels, current NGB and State J2 intelligence and a Threat Assessment done by the State’s National Guard Force Protection Officer.  
f. The Host State may consider using other states’ personnel (MPs, SPs, etc) to assist in this mission.
g. NGAUS does not authorize the Host State to have any armed soldiers or airman within the conference center.  
h. 
All soldiers and airman shall be briefed on the level of force to be used IAW with their state laws.


See Appendix 14 for the Tennessee letter used to support their force protection requirements.



9.
Medical

a. NGAUS shall contract for on-site emergency medical services at the convention center. 

b. Off-site events may require contracted medical services and should be determined on a case-by-case basis in coordination with the NGAUS Director of Financial Operations.


10.
Host Couples/Information Booth
a. A service of stationing Host Couples at each hotel has become an important aspect of the conference.  The Host State identifies couples who will volunteer to work in this role and provides them with information related to all aspects of the conference. 
b. These couples serve as information centers and provide conference members with up-to-date information related to transportation, program events, locations, times, etc. 
c. The Host State coordinates with the hotel(s) to identify a prominent location for these couples to be located.  
d. The Host State supplies the tables, chairs, and the necessary conference so that the couples can serve in their important roles.
e. The Host State usually provides accommodations for these couples at the hotel where they house the couples.  
f. The Host State should establish an information center at the Convention Center to service attendees, including exhibitors, with conference information.

g. The Host Couples are required for two (2) days before the conference and one day after.


11.
 Parking



a.
NGAUS

1) 
NGAUS will coordinate with the convention center to have five free parking spaces for NGAUS use located closest to the center’s entrance.  
2)
NGAUS will ensure that the convention center allows parking garage and/or parking lot “in and out” privileges for NGAUS vehicles and staff during the days of the conference.  




3)
If the parking facility requires passes, NGAUS shall acquire passes with unlimited daily “in and out” privileges and provide the Host State Conference Chairman with a supply of them.  




4)
NGAUS will also acquire three (3) passes for NGB senior leadership near the entrance to the main business session area.



b
Host State




1)
It shall be the responsibility of the Host State to negotiate a limited number of parking spaces for staff.





2)
If NGAUS has contracted the convention center, then the Host State will work their request through NGAUS.





3)
The Host State will be responsible for assigning and managing these spaces.


END OF SECTION F
SECTION G
DISTINGUISHED GUESTS
GENERAL

A. 
Distinguished Guest  (DG) Identification

1. NGAUS GCC, with guidance and approval from the Chairman of the Board and the NGAUS President, identifies, prepares, and sends invitations to Distinguished Guests (DGs), to include those requested by the Host State Adjutant General.  
2.  The NGAUS GCC shall establish and maintain a roster of DGs and update it annually.

3. The DG list shall contain the names of individuals by categories and shall be updated by 

a) the Director of Communications for senior Executive Office and Military leaders, 

b) the NGEF Director for Legion D’Lafayettes and 

c) by the Legislative Director for Congressional Committees with impact on the National Guard.

The updated lists shall be returned to the GCC and reviewed and approved by the NGAUS President.

4. Invitations shall be sent to the DGs in the April timeframe of the year of the conference.  A separate database of responses shall be maintained and only those that acknowledge that they plan to attend the conference shall be placed in the NGAUS registration database.
5. A invitation letter and registration form can be found in Appendix 14 and Appendix 14 Tab 1.

6. When a DG responds in the affirmative, a second letter shall be sent to the DG acknowledging receipt of their registration.  This letter also will reaffirm to the DG that they have a reguirement to update NGAUS as soon as they know their travel plans.

7. Since traditionally RSVPs tend to be ignored, the GCC  shall send out reminders at least thrity (30) days in advance.  Additionally, the GCC shall have staff contact the DG NLT fifteent (15) days prior to the conference and ascertain their travel plans, cell phone numbers and email address and inform them of their hotel arrangements.  

8. The GCC shall inform the Host State DG Chair of the travel plans, cell phone number, email and hotel designation of the DGs prior to arriving at the conference.  

9.  The Host State DG chair shall work closely with the NGAUS GCC to ensure that all NGAUS Distinguished Guests, both speaking and non-speaking, are met at their inbound transportation and treated graciously and efficiently.  

10.  NGAUS has built a reputation over many years for its outstanding treatment of DGs.  The NGAUS GCC will work closely with the Host State Chairperson and shall require the Host State to appoint Escort Officers as appropriate.

11.  At least 150-200 DGs including the DGs and their spouses/guests attend the NGAUS conference and are to be offered invitations to various Host State and NGAUS events.
[Note: Appendix 13 contains a sample letter and registration form.]
B.  Distinguished Guest (DG) Operations

1.  The NGAUS considers hospitality to its Distinguished Guests vitally important and wants to ensure that the NGAUS General Conference is a memorable experience.

2.  Definitions:

a)  Distinguished Guest, Speaker:  NGAUS invites this person to speak at a main business session, a separate session, or a conference function.

b)  Distinguished Guest, Non-Speaker:  This is an individual, invited by NGAUS, whose position, or former position in government or industry, is such as to merit special treatment.  NGAUS includes its Board of Directors in this category.  NGAUS often invites such guests so that they may become more familiar with the National Guard.  

c) Official Guest:  A member of Congress or congressional staff.
d)  Guests:  NGAUS invites such persons by letter from the NGAUS President and NGAUS affords no other privileges, amenities, or services beyond what NGAUS provides to its members.
e)  NGAUS does not consider its members as DGs.
f)  Adjutants General are not Distinguished Guests for NGAUS conference purposes.
C. NGAUS Responsibilities

1.  The NGAUS Chairman or President issues all invitations.  
2. The NGAUS GCC shall follow up, obtain travel information and hotel requirements, and coordinate with his/her counterpart in the Host State for air arrival and ground transportation.  
3. DGs and Guests are housed in the NGAUS block of rooms in the headquarters hotel unless determined otherwise by the DG Coordinator, if Guard members, they may be housed with their home state delegation.

4. NGAUS shall pay for the hotel rooms of Distinguished Guest Speakers, if they are not members of the executive or legislative branches and they are thus excluded from such a privilege by regulation.  
5. NGAUS reserves a block of rooms at the Conference Headquarters Hotel for our Distinguished Guest and one staffer.  Should the DG travel with additional staff, registration and other costs will be at their expense.  
6. Due to limited room blocks, NGAUS will accommodate additional staff in the next closest available hotel.

7.  NGAUS shall ask Distinguished Guests Non-Speakers to provide credit card information for transmittal to the hotel by the NGAUS DG Coordinator; they are responsible for paying their own hotel bill.  

8.  NGAUS pays the registration fees.  
9.  NGAUS shall appoint a Host Officer for individual Distinguished Guests when the NGAUS President deems it appropriate, and will request the Host State to assign an Escort Officer to meet a particular DG at his arrival point.  

10.  The NGAUS President may appoint NGAUS Distinguished Guest Liaisons, normally officers of the association, to assist Host State Escort Officers in their escorting duties of Distinguished Guests.   This may include accompanying the escort officer to the airport to greet a DG, or if the DG is a speaker, escort the DG to the podium.  The President will identify and assign these individuals the first few days of the conference prior to a DG’s arrival.
D.  Host State Responsibilities

1.  Protocol Officers

The Host State shall provide a protocol officer to assist the NGAUS GCC to ensure that NGAUS and the Host State follow proper military Protocol when working with Distinguished Guests.  The Host State DG chairperson shall coordinate their duties with the NGAUS DG coordinator.

2.  Host State Escort Officers

a)  The Host State DG chairperson shall appoint a Senior Officer (COL/LTC) who shall be responsible for all Escort Officers and their assignments and coordinate their duties with the NGAUS GCC.

b) The Host State shall provide Escort Officers (approx. 6 per day) to assist the NGAUS GCC in ensuring that the Host State and NGAUS treat Distinguished Guests with the appropriate Protocol and service.  

c)  Escort officers shall:

(1) Be in the appropriate uniform (Class A).

(2) Confirm arrival times with the DG ops center.

(3) Pick up the DG registration packet (registration packet includes DG name badge, DG ribbon, and event tickets) at DG operations to hand carry to the DG.

(4) Obtain a vehicle and driver, and any other required transportation, and drive to the airport/airfield and pick-up the DG.

(5) Greet the DG and his/her party, give them their registration information, and brief them on imminent activities during the ride back to the hotel.

(6) Coordinate with the Host State Housing Coordinator for expedited treatment at hotel check-in.

(7) When arriving at the hotel, assist them with baggage and escort the DG to the registration desk and then room.

(8) Confirm departure date and times and arrange to pick-up the DG for the trip back to the airport/airfield.

3. NGAUS Distinguished Guests Liaisons, when NGAUS deems it required, shall:

(1) Greet the DG at the airfield, the hotel, or the convention center.

(2) Introduce the DG to other Guard members and senior officers.

(3) If the DG is a speaker, be a part of the escort party to the speaker’s platform.

(4) At the direction of the NGAUS President, host the DG for lunch or dinner as appropriate (and be reimbursed by NGAUS).

4.  Distinguished Guest Lounge (DG)
a)  The purpose of a Distinguished Guest Lounge is to provide a location where Distinguished Guests may gather, relax, view the proceedings, or, in the case of a speaker, wait until the Sgt-at-Arms escorts them to the “Green Room”.  
b) A DG uses this meeting place to visit with senior leaders away from the hustle and bustle of the Conference.  
c) It is the Host State’s responsibility to establish and operate the Distinguished Guest Lounges.  
d)  There are two Distinguished Guest lounge locations, one in the Conference Host Hotel and one at the Convention Center.  
(1)
Conference Host Hotel

· The Host State should establish a DG lounge at the headquarters hotel to provide an area for DGs to gather and talk after they are checked-in. 
· This hospitality room shall only be required starting two days prior to the on-set of the conference running until the end of the conference.
(2)
Convention Center

· The Host State shall establish and run the Distinguished Guest Lounge at the convention center. 

· This room shall be located as close to the NGAUS Administrative Office.  
· Besides this room being opened during business hours for all DGs, the Host State Escort Officer may bring the DG Speakers to the DG lounge prior to their addresses. 
· All DGs may utilize the lounge as they wish.  
· It is not the desire of NGAUS to place an undue expense on the Host State in operating this room.  Therefore the Host State shall provide light food, coffee, juice, and appropriate beverages. 

· NGAUS, through the convention center, shall provide a television monitor so that DGs and other senior leaders can keep up with events in the main business sessions.

·  The Host State DG Committee will not use this room as the Distinguished Guest Operations Center.  The DG Committee Chair must identify to NGAUS and their Facilities Committee Chair a room that they will use as their DG Ops Center.  This operation can be co-located with the Host States operations center if the Host State desires or if meeting rooms are limited. 
5.   The process for registering DGs will be as follows: 

a)  DGs who do not provide NGAUS or the Host State with travel information and therefore arrive at the convention center on their own, will report to the DG Registration Booth in the registration area.  
b) NGAUS will give them DG badges, tickets, and registration packets.  
c) A NGAUS representative, with assistance from the Host State, will be required to operate this booth.
d)   The NGAUS GCC will provide a list of Distinguished Guests to the Host State upon arrival at the General Conference.  The list will include those DGs who have responded with travel information to include their airlines, flight number and travel times.  
e) The DG Committee Chair shall designate an escort officer, a driver, and provide transportation to meet the DG at the airport and deliver them to their hotel.  
f) The Escort Officer will take the DG’s and the DG’s support elements their badges and packets and provide them to the DG and others when they are met at the airport.  The packets shall be signed for by the Escort Officer.  Should the Escort Officer miss the DG, then all packets shall be returned to the DG registration booth.
g) The Escort Officer will provide the DG with the location of the DG lounge in both the hotel and convention center and the times of operation.  
h) The Escort Officer will confirm with the DG their departure date and time and ensure that the DG Command Operations Center has this information for departure transportation.
i)  The DG Committee may be requested to provide transportation throughout the conference to selected DGs.  This will be coordinated with the NGAUS GCC to ensure that the mission will not interfere with normal transportation requirements.
j)
 The Host State Conference Staff will staff the DG operations center.  This function is an active operation the two days before, the first two days of and the last day of the conference.  There are exceptions to this, and it is the decision of the Host State as to whether or not they extend this courtesy outside this window.  

k.
The normal operating hours should follow the hours of the Host State and NGAUS Administrative Office hours.
E. Special Events

1. The Host State shall invite NGAUS’ Distinguished Guests to the Host State Adjutant’s General Sponsor/TAG Reception and any other special event.  
2.  The Host State will request an updated Distinguished Guest list from NGAUS and will mail the invitations out no later than 30 days prior to the event.  A copy of the invitation should be placed in the DG’s registration packets.  
3. The Host State shall place invitations into the State’s distribution box for those individuals who were not mailed their DG invites.

4.  The Host State will coordinate with the NGAUS GCC on the day before the event to ensure that they have invited all Distinguished Guests.  
5. NGAUS shall also provide a list of cancellations to the Host State.  

6.  The NGAUS DG list of those in attendance at the conference contains approximately 150 – 200 names with the addition of spouses.
7.  For the purpose of the Conference, NGAUS does not consider Adjutants General to be distinguished guests; any treatment of TAGs beyond what other delegates receive is the option of the Host State.
END OF SECTION G
SECTION H
TRANSPORTATION
I.  GENERAL
A. The Host State shall plan for an appropriate greeting and hosting operations.  It shall arrange for transportation at both military and civilian airport terminals. 
B. NGAUS recommends that uniformed staff be in place at both civilian and military airports to provide transportation information to attendees.  The best location at civilian airports is in the baggage claim area.  This position should be clearly identified and readily visible to all attendees. 
ll.   
GROUND TRANSPORTATION
A. The Host State is responsible for the transportation of delegates and guests from both civilian and military airfields and other arrival points to the Conference hotels, and should have a plan for such transportation ready for review by NGAUS no later than six (6) months before the NGAUS Annual Conference.  
B.   At a minimum, the Host State shall provide transportation during the two main travel days before the conference and on the travel day at the end of the conference.

C.   The ground transportation to and from the civilian and military airports shall be at no added expense to the attendees.

D.  The Host State shall provide ground transportation for all Distinguished Guests arriving at the Conference.  NGAUS strongly recommends that the Host State committee only use sedans and drivers for Distinguished Guests, and those be centrally controlled and dispatched.  

E.  Assignment of sedans and drivers to attendees is discouraged.  NGAUS recommends that the Host State’s transportation chairperson make maximum use of donated vehicles; many local dealerships may provide such complimentary vehicles in return for the publicity they receive for doing so, also the Convention Visitors Bureau and hotels may offer limited transportation services.  Use of government vehicles must be limited to those requirements that clearly are permitted by law and regulation. 

F. NGAUS shall provide insurance coverage for non-commercial drivers and vehicles used during the course of the conference if the Host State provides the required information at least one month prior to the conference.  The following information is required for all drivers:  Name, Drivers License#, SSN, Date of Birth and period they shall be driving.  For vehicles, the following information is required:  
(1) Type vehicle (van, sedan, etc.), 
(2) Vehicle model (i.e. Dodge Caravan, Mercury, etc.)

(3) Tag number
(4) Value of the vehicle 

(5) Where the Host State shall park the vehicles 
(6) Rental/usage period.

G.  The Host State shall provide transportation from all hotels to all official functions for states, guests, and exhibitors if the hotels are beyond easy walking distance (2-3 blocks).  There is no requirement to provide transportation to delegations housed in hotels not contracted through the Host State.
H.  NGAUS strongly encourages the Host State ask the various states/territories at the NGEDA conference, to provide the transportation information requested in the NGAUS registration software.  This is an important source of information and the Host State uses this information to determine the level of transportation required to transport members.  This software provides the Host State:
(1) Number of travelers by POV, commercial or military

(2) Arrival and Departure dates

(3) Arrival times

(4) Airlines being used and flight numbers
See Appendix 22 for the Tennessee DG transportation plan as a sample.

II. AIRFIELD OPERATIONS
A.  It is the Host State’s responsibility to contact the various states/territories Executive Directors, Secretaries, and/or Conference Coordinators to request military flight requirements for their state/territory.  Creating a form and sending it to the state/territory requesting the information is the best method to accomplish getting the required information.  Follow-up phone calls are suggested.
B.  The Host State shall provide for the arrival of military airlift both from the several states, NGB, and by Distinguished Guests invited by the Association.  The Host State should provide for receiving the passengers and luggage, refueling and limited maintenance.  It is important to for the Host State to provide enough personnel to support the baggage handling needs of the attendees at airports.
C.  Remaining Overnight (RONs) by any such aircraft is strongly discouraged.  The Host State airfield operations chairperson should coordinate directly with each state’s point of contact on coordination of military flights.
Note:  See Sample Military PIR in Appendix 14
END OF SECTION H
SECTION I
REGISTRATION PROCESS
I. GENERAL

A. The National Guard Association of the United States is responsible for registering members and guests to their annual conference.  NGAUS has developed and implemented registration software called the National Guard Association of the United States Conference Management Program.  NGAUS updates and maintains this program as often as required. 
B. This software will be used by NGAUS and the Host State, as well as, the states/territories to register attendees. NGAUS requires support from the Host State during the conference to register conference attendees. 
C. NGAUS will train and assist the Host State in accomplishing this goal.  
D. The information contained in this section will assist the Host State in managing the registration process.  

E. As with all events, providing a great first impression to our attendees and exhibitors is very important.  It is crucial that the registration process proceed smoothly and expeditiously.  
F. Important to creating a smooth process is the ability of the Host State to have computers and printers, along with trained personnel, in place and operational at the established registration times.
G. NGAUS recommends that the Host State ensure that no matter where they acquire their computers and printers, that their source deliver and set-up this equipment three days before the first registration date.  This will allow the state the opportunity to network all equipment, test it, load the registration software, and train their personnel in registering exhibitors.
II. NGAUS
A. The overall registration process for state attendees and conference exhibitors is a NGAUS responsibility, as is the certification of delegates and other attendees.
B. Delegates must be NGAUS dues paying members, a status that NGAUS staff must certify to the Conference through the Committee on Credentials and Rules.

C.  NGAUS provides two (2) staff members who register the states.  The National Guard Bureau shall provide its personnel registration.  NGB shall work with NGAUS in determining how NGB members register at the conference
D.  Registration of Distinguished Guests and other guests is a responsibility of NGAUS.  
E. NGAUS shall submit its registration lists prior to or upon arrival of DGs, NGAUS staff, and guests.  
F. Either NGAUS shall print the DGs badges and tickets in DC prior to attending the conference, or the day before the registration process is made operational.  
G. NGAUS staff is responsible for putting together the DG’s packets and registration badges and shall place them at the DG registration point or with the Host State’s DG committee. 
H.  NGAUS shall print it staffs badges the day before the official registration process begins.
I.  NGAUS has produced, maintains and issues registration software during the NGEDA conference the preceding January of the conference year.  This is the only software that is used to register attendees.

J.  NGAUS and the Host State shall identify attendees on NGAUS-provided registration software to register all attendees.  

K.  NGAUS shall provide the lanyards, badge holders, conference programs, exhibitors guide and conference pin, all of which are included in each attendee’s registration packet.  It shall be the Host State’s duty to put these items together in the welcome packets.

L.  Close coordination between NGAUS Conference Registration Coordinators and registration support personnel shall be required.  The Host State shall provide to NGAUS hotel and event information by the December preceding the conference to ensure that NGAUS shall have all of the information necessary to distribute the registration disks to the states at the NGEDA meeting in January preceding the conference.  Additionally, the Host State is responsible for providing details about registration logistics at NGEDA.

M. If the Host State desires to register attendees interested in playing golf or participating in the Fun Run using the NGAUS registration software, then the State must supply NGAUS with the fee for each so NGAUS program it into the software.  The Host State must provide this information to NGAUS by the NGEDA conference. 

N.  NGAUS will establish ten (10) workstations in the registration area of the convention center.  These stations will consist of eight (6) registration points for exhibitors.  The Host State staff will operate these points.  
O. NGAUS staff will operate two (2) for state registrations, one for Distinguished Guests and one, which shall not be named for various registration questions.  The latter two are normally co-located with the exhibitor registration group.  The first two are separate and surrounded by pipe and drape.
P.  Exhibitors are required to pay on site.  Since their company may have paid for booth space, the exhibitor may present a coupon entitling them to one free registration fee.  (Note: should they have lost this coupon, NGAUS staff can check a roster since the coupons are serial numbered and assigned to a company).  If they do not have a coupon, the exhibitor can pay by corporate check, credit card, or cash.

Q. NGAUS staff working with a designated representative from each state and territory accomplishes state registration.  They will pay NGAUS with a check or credit card.  These registration fees will be turned over to the Host State when a meeting with the Host State’s financial representative and the NGAUS Financial Director meet and review all registrations.

III.  HOST STATE
A. The Host State shall provide personnel to register Industry Representatives and Exhibitors during the entire conference.  The Host State must provide staff for the registration area to operate six (6) computer workstations.  
B. NGAUS requires that there be a printer for every computer as this expedites the printing of badges.  The hours to operate the booth can be found in the sample conference schedule of events.

C.  NGAUS also recommends that the Host State seek to have all computers and printers donated as in kind service in lieu of expending funds as an expense item or using donations.  
D. Previous Host States have gotten computers and printers from Dell and/or IBM, through their J6 (DOIM) office, or purchased them and then turned them over to their National Guard 

E.  The Host State shall be responsible for providing registration supplies (badge stock, registration packets, pens, staplers, Xerox paper).  
F. The Host State shall provide computers, printers, and administrative support on site at the conference for all registration services.  
G. NGAUS shall define their requirements for supplies, computer equipment, and administrative support no later than December preceding the conference. 

H.  The Host State Information Technology staff will provide and install the registration server and establish an independent LAN for the registration process.  This LAN does not need internet connection nor is it to be connected to neither the Convention Center nor the Host State’s Guard networks.  The registration computers and printers will be part of the LAN.  This LAN must be set up and operational three days before the normal conference travel day. 

I.   It shall be the Host State’s duty to put the lanyards, pins and other items provided by NGAUS together in the welcome packets.  The Host State provides staffing to assemble and secure these packets.

J.  The Host State shall provide to NGAUS hotel and event information by the December preceding the conference to ensure that NGAUS shall have all of the information necessary to distribute the registration disks to the states at NGEDA meeting each January preceding the conference.  
K. The Host State is responsible for providing details about registration logistics at NGEDA’s annual conference in January of the year of the conference.
L. Registration personnel should plan to arrive at their workstations 30 minutes prior to the opening of the registration booths.
M.  Security of badges, tickets, and conference attendees’ registration packages is imperative.  Nothing should be left unsecured to the extent possible.  The registration process team will place these items in boxes under the draped tables, or locked in pre-acquired storage closets in close proximity to the registration area.  Computers must be locked to the desktops.
N.  Items required to operate the registration process not including the computers and printers are: staplers and staples, black and blue ink pens, red pens, sorting tray, closed sign, and a folder for transactions,
O.  The Host State will need a credit card machine that will enable them to dial the bank and get credit card authorization for a charge.  The Host State should not need more than three (3) or four (4) machines.  NGAUS recommends that you do not swipe each card as the exhibitor presents it, but run a batch at various times during the conference.  This eliminates delays in registering our exhibitors.  However, running the batches during the conference provides the Host State with an opportunity to locate the exhibitor and correct the discrepancy.  
(See Annex B – Facilities for badge stock requirements.)

P. The Host State must arrange for a packet distribution system to the various states and territories.  The packets should be placed in boxes and the count labeled along with the state/territory name on the outside.  They are then distributed in various ways such as:
1. Having the state or territory pick-up their group’s packets at the convention center

2. Having the packets delivered to the host couple and the state/territory notified to pick them up there

Q. Having the packets delivered to the hospitality room of the state/territory.  The room number will be designated by the state/territory point of contact and delivered to them in that room. 

R. The Host State is responsible for stuffing all conference items into packets. It is imperative that the Host State establish a cut-off date for receiving all materials to be stuffed into the packets.  Once the Host State stuffs the packets, then any item received after this point shall be distributed through the mailbox system for the states.  
S. The Host State should have a plan to get the states’ attendees packets to the Executive Director/Secretary/State Conference Point of Contact during the registration process.
1. Since the packets will be pre-boxed in the numbers identified in the software program prior to registration, it will be the Host State’s responsibility to remove or add a packet(s) based on the final registration count during the registration process.

2. Once an exhibitor is registered, the Host State will present them with their credentials and packet.

3. Some exhibitors are also listed as Distinguished Guests. DGs will be sent to the NGAUS Distinguished Guest registration booth.]
T. NGAUS CONFERENCE REGISTRATION SOFTWARE


1. The NGAUS Conference Management Program is designed to register all attendees to the annual conference and provide reports to NGAUS and the Host State.

2.  NGAUS requires that this program be loaded on a Host State server approximately 60 days prior to the conference.  At that time, a NGAUS representative will train the Host State IT support staff on its operation and train the Host State Registration team.  Therefore, the Host State’s registration team must be available to attend this software training.  NGAUS and the Host State will establish a date for loading the server and training staff will in advance of the day in question thereby allowing enough coordination and planning time.
3. NGAUS staff populate this software with each state/territory’s name, the hotel to which they are assigned, the number of rooms blocked for the state, and if the state requested a suite. NGAUS gathers this information in January of each year preceding the NGEDA conference.  The Host State will be part of the hotel selection process and are required to provide NGAUS with the results of their hotel assignment process.  This information is loaded into the software and provided in a CD to the states prior their departing the conference.  The states/territories use this program to register their delegation.

4.   Throughout the year preceding the annual conference, state delegation Executive Directors/Secretaries collect registration information and upload the information into this registration software.  The first submission of this information is normally the first week in July preceding the conference and then as often as each state/territory sends a new upload. The final upload and verification of attendees is concluded at the conference during states/territories registration.
5.  Once the initial information is loaded into the NGAUS software in July, the Host State may request reports that can provide them with important information in their planning process.  Reports that would be helpful include but are not limited to the following:

a) Hotel Reports

b) Attendance Reports

c) Transportation Reports

d) Event Reports
6.  While NGAUS encourages the states to gather all information required by the registration software, some information is omitted.  However, the information the program provides can help the Host State in estimating numbers of attendees.

7.   NGAUS encourages the Host State to request these reports through the NGAUS Chief of Staff and/or the NGAUS Director of Financial Operations.
8.  NGAUS will request a block of thirty minutes of time at the NGEDA conference to provide an overview of the software to the attendees and encourage questions and answers.  In addition, NGAUS will continually remind the states/territories to gather the registration required information enabling the Host States’ planning process to base on accurate data.

9.  NGAUS and the Host State committee chairs will meet during the NGEDA conference and NGAUS will provide the Host State chairpersons with an overview of the registration software and the available reports.

Appendix 21 provides a sample state letter and registration form to be shared with states in collecting registration information.

END OF SECTION I

SECTION J
THE CONFERENCE

I. GENERAL
A.  The information contained hereafter is provided as a general overview of the conference.  NGAUS has responsibility for the sequence of events and agendas for the business sessions and States Dinner and for all functional areas listed while the Host State’s responsibility is limited and described where required.  
B.  The Facilities Chairperson and the Host State Chairpersons for specific events must coordinate with NGAUS and should ensure that requirements are met and being acting on to ensure successful completion of the event.


[Note:  Appendix 3 provides a general conference schedule of events and a day by date matrix.]
II. PRE-CONFERENCE
A.  GOLF 

1. General

a)  The Host State has the option to run a golf tournament(s) or not.  
b) NGAUS offers the following information to help the state with managing and conducting the golf tournament(s) should the Host State desire to run the event(s),
c)  In any tournament, the Host State should consider requesting information as early as possible that includes but is not limited to, rental clubs being requested, identifying the hotel in which the golfer is staying,  what fees may be required, what on course amenities would be offered and whether a breakfast or lunch may be offered.
d) The latest information on the tournaments must be included as available information at the Host State information desk at the Convention Center.  That information should be current and available one day before the first tournament and on the following two days.  This will enable sponsors and state points of contact, as well as, individual attendees to get the latest information.
2. Sponsors Golf Tournament

a) The Host State may schedule for and run a sponsors golf tournament.  This event gives sponsors the opportunity to participate in a tournament.
b) The Host State conducts this event two days before the first conference business session.

c)  The Host State is not required to provide transportation for this event.

d)   This event is by invitation only and the Host State is responsible for, developing an invitee list and inviting sponsors to play.

e)    The cost for this event is borne by the Host State.
3.  NGAUS Golf Tournament

a)  The Host State can schedule and run a golf tournament for NGAUS attendees.  The Host State conducts this event the day before the start of the conference.

b)  The Host State has the option to allow potential players to sign-up by downloading and printing a sign-up form and sending in a check or credit card information, (the State must have the capability to process credit cards to handle this).  The other option is to allow the states / territories’ conference points of contact to register players through the NGAUS registration software.  
c) NGAUS can provide reports of potential players to the Host State prior to the event in a timeframe amenable to the Host State.  This allows the state to gauge how many players are signing up and whether another course may be required and what transportation requirements there are.
d)  A registration fee is charged for this event and is used to offset the cost of the event and to provide funds to the Host State.  The Host State is responsible for establishing the fee.
e) The Host State shall coordinate all required aspects of the event to include but not be limited to the following:

(1) Identifying and contracting a golf course

(2) Soliciting prizes

(3) Providing transportation to and from the event

(4) Providing a continental breakfast 

(5) Providing a lunch

4.   Exhibitor Reception
a)  NGAUS hosts an Exhibitor Reception two days before the first business session.  This event is NGAUS’ thank you to the exhibitors who support the conference.  

b)  NGAUS holds this event in designated open space in the convention facility.  NGAUS GCC or their representative will include this area in the contracted space and will work closely with the convention facility staff in setting up the area.

c) NGAUS also will coordinate the development of menus and the purchase of the food.

d)  The Host State Facility Chairperson should be familiar with NGAUS’ requirements for this event and coordinate with NGAUS’ representative to ensure that the space will be setup and ready for the function.

B.  Resolutions Committee Training

NGAUS conducts training for states’ resolutions committee representatives at the conference.  This training is conducted prior to the resolutions committee convening for their normal business.
C.  Industry Workshop

NGAUS conducts an industry workshop for all industry attendees.  NGAUS develops the agenda, coordinates for space and audio/visual requirements, speakers, and establishes the time and place.
D. Corporate Advisory Panel (CAP)
NGAUS provides meeting space for this panel.  The Host State does not have a responsibility for this meeting. 
E.  Membership Committee Training

NGAUS’ Membership Committee provides training to states’ membership persons and officers.  This training may consist of, but not be limited to, use of the NGAUS membership software, exchanging ideas on developing membership and discussing crucial membership problems that inhibit the growth of membership.
F.  Resolutions

1. NGAUS’ Legislative Director and staff members designated by the Director shall coordinate with the chairperson of the NGAUS Resolutions Committee and its Army and Air subcommittees.  The resolutions process is one of the most important aspects of the Conference because it drives the Association’s annual legislative program.  

2.  The Host State shall assign two (2) administrative personnel to support the Committee at the conference; the Committee shall also require two (2) Sergeants-at-Arms and two (2) parliamentarians.
G. Committee on Resolutions

1. NGAUS legislative staff and the Resolutions Chairperson run the resolutions committee meeting.  See Resolutions Committee page for further details.

2. This meeting begins the day before the conference and reconvenes as required.
H. NGAUS Host State TAG’s Cocktail Hour

1.  The purpose of this event is to gather the TAGs in an area close to the exhibits thus allowing greater interaction between the exhibitors and TAGs.  In addition, it provides a common area for the TAGs to meet thus allowing for a central pick-up point for the Host States transportation of TAGs to the Host State TAG’s Sponsor/TAG Reception.

2.  NGAUS hosts and pays for this event.

3. The event is conducted at the end of the Ribbon Cutting Ceremony and prior to the Host State TAG’s Sponsor/TAG reception.  It will last one hour.

I. Host State TAG’s Sponsors/TAG Reception
1. This event is an optional event and the Host State is responsible for all aspects of the event.  
2. Should the Host State choose to run this event, then the Host State will invite NGAUS Distinguished Guests.  NGAUS shall provide a list of Distinguished Guest to the Host State at the conference of who shall be invited to this event.  This list of names will normally include 150 – 200 Distinguished Guests plus spouses/guests.  This total must be included in your planning a budgeting process.
3. This event shall not conflict in time with the NGAUS Ribbon Cutting Ceremony.

J.  Ribbon Cutting Ceremonies
1. This ceremony is usually conducted the evening before the first official conference business day.  NGAUS established placed this venue on the evening before the first official conference business day to provide extra time for members to visit the exhibits.  However, since it usually occurs on a travel day and members may still be arriving during this time, consideration should be given by NGAUS to cancel this event.  

2. Should the event be canceled on that day, then it will be scheduled at the opening of the exhibits on the first official conference business day.

3. NGAUS conducts a ribbon cutting ceremony to open the exhibit hall.
4.  NGAUS is responsible for the event and coordinating the actual opening ceremonies.

K. Fun Run

1.  The Fun Run is an optional event that the Host State may offer.  This event usually is held the first day of the conference and starts at 0630 hours.
2.  It is important for the Host State to select carefully a safe route that is not far from the conference hotel(s) thus allowing runners to return to their rooms and have the opportunity to make the meetings of the first morning of the conference.

3.  Some items that the Host State must consider include but are not limited to the following:
4. Having transportation run 15 minutes prior to start of run
5. Advertising the last bus’ departure time to the fun run on the fun run flyer
6. Providing bathroom facilities available at fun run location or on buses going to the event
7. Coordinating closure of fun run trail with local neighborhoods with flyers the day before the run
8. Coordinating with public affairs for a photographer to take pictures at the fun run
9. Barricading the fun run site to prevent bicyclists from using route during the event
10. Sorting T-shirts by size prior to event (Sample T-shirt orders would include 100 X-large, 75 large, 40 medium, 10 small).  Small T-shirts are for kids who run with parents/or kids who volunteer to help with the run.  Total shirts to order: 225.

11. Ordering food for fun run: Bananas, apples, cereal/granola bars, bottled water, Gatorade, 2 coolers with water/ice –Cost is $150.00

12. Recruiting the necessary volunteers: suggestions would be to utilize either girl or boy scouts, both have community service requirements and have fun helping with traffic control, parking, safety along run trail, handing out water, cheering, and timing.

13. Having a civilian medical support on site
14. Working the traffic control issues for parking
15. Consider purchasing batteries/fuel for lanterns to mark trail when setting up run course and sign-in
16. Having all runners sign certificate of liability form the morning of the run

17. Checking with local authorities for police permits, etc, as required

L. NGEDA Breakfast

1. The National Guard Executive Directors Association (NGEDA) holds this event the morning of the first business Session.

2.  The NGEDA point of contact (normally their Secretary/Treasurer), in coordination with the Host State Committee Chair and NGAUS GCC, shall identify a time and location for this event.  
3.  NGEDA shall pay for the cost of the event.
M. Area Meetings/Caucus

1.  The Conference will have meetings for the various Areas.  These meetings will be held in a time and place established by NGAUS and published in the conference program.

2.  NGAUS shall contract this space along with other meeting space from the convention facilities.  

3.  NGAUS shall provide the conference facility staff with the room setup and size of audience.  NGAUS will coordinate and pay for the audiovisual requirements for the space.
4.  NGAUS shall contract for coffee and Danish for the caucuses and these items will be located in a common area within easy access for the members.  NGAUS will coordinate with the convention facilities personnel and establish this location.
N. Company Grade/ Warrant Officer Events

1.  The NGAUS General Conference conducts various events for the Company Grade and Warrant Officers.  These events start with a Company Grade/Warrant Officer Mixer, which may be two separate events, on the evening preceding the first official opening of the conference.

2.  Mixer
a) The Host State shall appoint a chairperson(s) to plan and execute this/these event(s).  This shall include identifying a location(s), selecting menus and beverages, entertainment (if desired), and providing transportation if necessary.  
b) This/these event(s)  is/are a Host State expense and is not a NGAUS conference requirement.
c)  This/these event(s) is/are held the evening of the day before the conference and after exhibits are closed if the ribbon cutting ceremony is held that evening.
d)  The time and place for this/these event(s) will be provided to NGAUS and be published on the conference website.

e)  This/these is/are a ticketed event and limited to Company Grade Officers, Warrant Officers, and NGAUS staff assigned to cover the event.  
f) The Host State shall provide staff to collect tickets and oversee the conduct of the event.
O. Company Grade Caucus Luncheon

1.  NGAUS Company Grade Representatives shall be responsible for working with the NGAUS GCC in establishing a time, location, and menu for this event.  The event is held in the convention center and NGAUS shall contract for the room as part of the conference facilities contract.  NGAUS staff shall contract for the meals as part of contracts for special food requirements during the conference.
2. The Company Grade Representatives, with NGAUS’ approval will prepare the agenda.  This preparation will include identifying and inviting speakers.
P. Company Grade Professional Development

1.  NGAUS provides space under the Convention Center Facilities contract of this event.  

2.  The Company Grade Representatives organize and coordinate this program with the concurrence of NGAUS and in conjunction with all other professional development activities.

Q. Warrant Officer Caucus/ Luncheon

1.  NGAUS provides space under the Convention Facilities contract of this event.  

2.  NGAUS coordinates and pays for the food items provided for the event.  

R. Warrant Officer Professional Development
1. NGAUS provides space under the Convention Center Facilities contract of this event.  

2.  The Warrant Officer Representatives organize sand coordinates this program with the concurrence of NGAUS and in conjunction with all other professional development activities.
S.
Opening Ceremonies/Business Sessions (See Annex E – Opening Ceremonies Guidelines)
1.
The planning and scheduling of the business sessions and their agenda is the responsibility of the NGAUS GCC in conjunction with the NGAUS Director of Communications.  
2.
The execution of the sessions, including the development of scripts, staging, and the internal coordination of the sessions among the Host State facilities chairperson, announcer, sergeants-at-arms, and Board of Directors members, is the responsibility of the Director of Communications.  
3.
The First Business Session shall include an Opening Ceremony consisting of the appropriate respects to the nation and a welcome from the Host State. 
4.
 The Host State shall supply 
· a color guard to carry the national, state, and service colors; 
· a band capable of playing build-up music prior to the opening and the national anthem, the service songs and the state songs; 
· a vocalist to sing the national anthem; 
· and a chaplain to lead the invocation.  

5.
The Opening Ceremony should be between 30 and 45 minutes.  
6.
NGAUS encourages the Host State to be creative with its welcome.  Past hosts have arranged welcome speeches by state and local officials and brief shows from local musicians and other performers.  However, the welcome must be coordinated with the NGAUS Director of Communication for placement in the script.  
7.
The Host State shall also provide announcers (Sgt-at-Arms) for the Business Sessions and the Army and Air Separate Sessions, flag bearers for the procession of flags during the Roll Call of States, which NGAUS conducts during the First Business Session.  
8.
A band should be scheduled to play the states’ songs during the procession of flags and the Army and Air song. (Note: Mandays for the band do not need to be requested from NGB since performing is their normal business.  Their time at the conference should be scheduled as a performance and they shall be in either IDT or AT status.  ADSW cannot be used.)
9.
It is important that the opening ceremony be rehearsed.  It is the responsibility of the NGAUS Director of Communication to schedule this rehearsal.  All involved should do the walk through to ensure that everyone involved knows the sequence and timing of the Opening Ceremony.

10.
 There shall be at least one rehearsal the day before and one the morning of the Opening Ceremony.  The purpose is to allow the flag bearers to rehearse their part of the flag ceremony and coordinate a final walk through of the total event.  
11.
If the Host State has one or more Youth Challenge or JRROTC programs, NGAUS recommends that the flag bearers be Youth Challenge Cadets.  Approximately 10-15 bearers are required. ( Note:  It is the responsibility of the Host State to ensure that these individuals are provided meals should the rehearsal run through a lunch or dinner period.)
12.
The NGAUS Manager of Support Services is responsible for setting up the flags on the stage and providing the flags for the flag bearers (Color Guards may bring their own flags).  Additionally, three (3) support personnel from the Host State shall be required to assemble the state flags that afternoon.  

13. 
The Director of Membership is responsible to set-up the business session seating.  States are seated by percentage of NGAUS membership.  State’s signs shall be placed in the business session where the states will be seated.  Enough seats shall be provided to allow for seating of delegates, guests and spouses. 


14.
Prior to the next business session, NGAUS shall coordinate reducing the seating footprint to adjust to the reduced attendance at the business sessions.

15.
The NGAUS Director of Communications shall ensure that the Sergeants-at-Arms know their duties and shall provide them with the business script to include names of speaker escort officers.
S. Officer Professional Development

1.  NGAUS includes Professional Development as a significant aspect of the conference.  The NGAUS President, along with the Chairman and Communications Director, and the NGAUS Professional Development Committee, works to develop an agenda, invite speakers, and secure NGB approval for the program

2.  NGAUS coordinates and provides meeting space for the different parts of this agenda under the contract for meeting space.  These presentations are run throughout the three business days of the event.

3.  Presenters will provide NGAUS with their Audio/Visual requirements and NGAUS GCC or their designated representative will coordinate with the Audio/visual vendor to ensure that the appropriate equipment is included in the room set-up.

4.  NGAUS’ representative will advise the Host State facilities chairperson with the room setup requirement and the Host State Chairperson will assist in ensuring that the rooms are setup accordingly.

5.  
NGAUS will provide a registration roster of those on orders and the total count for OPD.  The roster also will be duplicated for each session and used as a sign-in sheet.  Everyone is encouraged to sign-in, those on orders will.  These rosters will be retained should states request to know who from that state attended a session or should the Guard Bureau ask for verification of attendance.
6.  NGAUS will provide a token of their appreciation to speakers who are either civilian or military non-guard.  This is usually a NGAUS clock, but may be of equal value.

7.  A limited number of speakers may be paid a fee or their transportation, lodging and meals paid for by the Association.  This will be budgeted in the OPD committee’s account.  The OPD committee will provide NGAUS with a name, their transportation, and lodging requirements and reimburse them a no more than the government per diem rate for meals.

8.  The OPD committee must provide this information at least 90 days in advance of the event.

Whenever possible, OPD speakers will be military or government civilians and travel on orders with their higher headquarters being responsible for all expenses.
T.  Retiree Luncheon/Caucus
1.  The NGAUS Conference provides the opportunity for the retirees to come together and receive a brief on the major topics affecting retirees.

2.   The Army and Air Retiree Representatives on the NGAUS Board of Directors are responsible for this event.  They coordinate closely with the Conference Center and the NGAUS staff to determine the location and menu for this event.  This is generally accomplished at the NGEDA conference in the year of the NGAUS conference.
3.   During the NGEDA Conference, the Retiree Representatives conduct a site visit of the Host State’s Conference Center to determine if the available room is adequate for the set-up of this event.  (See TAB B, Facilities Matrix).  They also make initial contact with the Conference Center Banquet personnel for a menu to review.  Once it is determined that the Conference Center room is available and adequate, the Retiree Representatives will establish the room layout and select the menu items.  They also will determine if there is a bar and whether or not it is an open or cash bar.

4.   The event can be held in the convention facilities or at another location (if not at the convention facilities, it may be at the host hotel) and NGAUS will contract and pay for the space and menu. 
5.   The retiree luncheon is a ticketed event.  NGAUS establishes a small fee, which they charge retiree members and a larger fee for non-member retirees and guests.  Since it is a ticketed event, attendees must be registered for the conference, have conference badges and present tickets at the door.  The Host State must supply staff to collect tickets and assist in the conduct of the luncheon/meeting.
6.   The Host State Retiree Luncheon Committee Chair is responsible to provide support to the two NGAUS Retiree Representatives serving as a liaison between the Host State, Convention Center, and NGAUS.  He/She will assist in ensuring that the room is set-up as required and coordinate to have a Chaplain, American, and State flags for this event.  They should coordinate with the NGAUS Support Services Manager for the flags.  
7.   NGAUS is responsible for contracting the space, paying for the room set-up and for the menu.  All final coordination for the event will be through the NGAUS Director of Financial Operations.

8.   At times in the past and at the option of the Host State, a memento from the Host State may be provided for the retirees in attendance.  However, this shall be at no cost to NGAUS.

U.   NGAUS Spouses’ Luncheon

1.  The Host State shall hold a luncheon for all spouses in attendance at the conference.  This event is conducted the second business day of the event.

2.  The Host State shall identify a location, establish the times, determine a menu, and provide entertainment for this event.

3.  This is a ticketed event and is included in the registration fee.  The Host State shall pay for this event. 

4.   The Host State shall coordinate transportation for attendees if the location of the event is not within minimal walking distance.
V.  AGAUS Working Lunch


1.  Traditionally, the President of the Adjutants’ General Association (AGAUS) has requested the opportunity for the Adjutants General to meet and discuss association business matters.  This meeting is usually conducted on the final business day and immediately following the end of the business session.
2.  NGAUS, through coordination with the President of AGAUS and the conference center, shall identify a time and location for this event.  

3.  NGAUS will contract for a luncheon menu and AGAUS shall pay for this event. 
W.  Committee on Nominations
1.  The NGAUS Committee on Nominations, as required by the NGAUS by-laws, shall convene at a time and place established by NGAUS.  

2.  NGAUS shall contract for this space as part of the contract with the convention facilities and coordinate for the room set-up.

X.  Army & Air Separate Sessions
1.  The NGAUS Legislative Staff coordinates an Army and Air breakout session on the final business day of the conference.  NGAUS contracts with the convention facilities for the space as part of the overall facilities requirements.

2.  NGAUS coordinates closely with the convention facilities personnel and provides a layout for the room setup.

3.   The NGAUS Vice Chairpersons for Army and Air, along with legislative staff, the NGAUS President, identify and invite speakers for this event.

4.   These sessions provide an opportunity for each service to brief and discuss service specific topics with the members.

Y. Task Force Meetings

1.  NGAUS shall identify and schedule meetings of its various task forces.  NGAUS will provide a location for each task force to convene and these rooms will be part of the contracted room block.

2.  The NGAUS legislative staff has overall responsibility to ensure that the NGAUS GCC knows the room setup requirements prior to the conference.  In addition, the legislative staff shall inform the GCC of which task forces will be meeting.

Z.   No-Host Reception

1.  The Host State shall plan for a no-host reception for the general conference attendees.  This reception will begin an hour and one half prior to the dinner event.

2. The Host State States Dinner Chairperson, along with the NGAUS GCC, will determine the location of this event.

3.   The Host State has the responsibility of coordinating any menu and beverage items used for the reception.  The Host State will pay for this event.  

4.  Seating charts shall be posted in this area adjacent to the main seating area for attendees to review.
AA.  Chairman’s Head Table Reception
1. The NGAUS GCC or designated NGAUS staffer and the Host State Facilities Chairperson shall establish a location for this social event, which directly precedes the States Dinner.  NGAUS invites about 550 persons to attend.  

2.  NGAUS utilizes the Chairman’s Head Table Reception to bring together the General Conference’s Distinguished and invited Guests, and the senior leadership of the National Guard.  
3.  The NGAUS GCC will ensure that the invitations to this event are either sent to the individuals thirty days before the event, included in the individuals’ conference registration packets, or placed in the states’ mailbox located in the Host State Administrative area.

4.  It is the responsibility of NGAUS to make the catering arrangements and to pay for the event.

5.  NGAUS staff and at least two Sergeants-at-Arms shall be available to identify invited guests – invitations will be collected at the door, and help direct them to the States Dinner at the end of the reception.

6.  NGAUS schedules the reception to start one and a half hours prior to the sit-down time for the States Dinner

7.  The NGAUS GCC shall be responsible for providing invitations to attendees for the head table reception.  Those invited include, but are not limited to, the following:
a) NGAUS Board of Directors

b) NGAUS President

c) NGAUS Task Force Chairs

d) NGAUS GCC
e) NGAUS Distinguished Guests

f) Speakers

g) Non-speaking Distinguished Guest

h) Legion De Lafayette

i) Adjutant Generals
j) Presidents of States’ Associations

k) Executive Directors/Secretaries

l) Host State’s Committee Chairpersons

m) Host State TAG designated Distinguished Guests

n) NGAUS Staff

o) Future Host State Chairpersons

8.  NGAUS GCC or his/her designated representative shall display seating charts for the head table and NGAUS’ tables in a prominent area in the Head table reception area.  The seating charts will be large enough to display on an easel and the easel placed in a location that allows for maximum visibility.  The GCC, or their designated representative, will carry copies of seating charts and use them in gathering the appropriate head table individuals and in answering seating questions.

9.   At a designated time during the reception, usually about thirty minutes prior to the dinner starting, the Sergeant-at-Arms will make announcements asking those being seated at the head table to begin gathering in a designated area.  These announcements must be done numerous times.

10. The GCC will ensure that all those seated at the head table are gathered and in correct order according to the seating arrangements.  Once the head table personnel are gathered, the GCC or their designated representative will begin moving them to the head table on a predetermined route.  Then the Sergeant-at-Arms will make announcements directing the remainder of the attendees to move to their seats in the main seating area.  
11.  NGAUS expects the Host State Sergeants-at-Arms to assist in moving the remaining guests to the dining area.
12. Host State Facilities Chairperson will ensure that public address equipment is available at the head table reception and that it functions properly.  

13.  The Host State may want consider some light entertainment during this reception.
[Note: Appendix 16 provides a sample of the head table layout and Appendix 15 provides a sample invitation.]
AB.   States Dinner
1.  The States Dinner is the culminating event of the Conference and, as such, is one of the more remembered aspects of each Conference.  
2. The NGAUS Communications Director is responsible for writing the Chairperson’s script and works with the Host State to ensure a smooth and polished production of the ceremonial and official aspects of the dinner.  These aspects principally include the introduction of the head table and service flags and may include any agenda-driven items that NGAUS must conclude at the States Dinner.

3.  The NGAUS GCC is the POC for the States Dinner and coordinates closely with the Host State event chairperson.  The GCC also appoints staff members who are responsible for the script and seating at the head table and ensures that individuals assigned to the head table have a place.  This same individual is responsible for the seating arrangements of NGAUS staff and DGs not assigned to the head table.  

4.  Critical to a successful event are the site selection and audio capacity, timing of activities and food service.

5.  When ordering the dinner, the Host State should review the agreement/contract to determine if the contract allows for substitutions for items of the menu, garnishment, adornment, and bread.  The serving entity will not substitute dinner items without prior consent of the Host State.
6.  NGAUS GCC shall prepare the place cards for the Head Table guests.

7.  Ten tables directly in front of the stage must be reserved to accommodate Distinguished Guests who are not seated at the Head Table, Legions de Lafayette, and persons designated by the NGAUS General Conference Coordinator.  A designated NGAUS staff member shall provide the Host State with the total number of tables required if less or greater than called for in this SOP.  
8.  Once NGAUS Staff arrive at the Conference site, they shall finalize arrangements for the NGAUS seating plan at the States Dinner.  Staff members shall reproduce these arrangements on large charts for display at the Chairman’s Head Table Reception.  NGAUS staff shall provide the place cards for its tables.  
9.  With the help of the NGAUS staff, the Host State should begin to finalize the States Dinner seating plan by state percentage of paid membership, essentially the same plan as that for the main business sessions, with the Host State’s tables in the rear.  The Host State Committee Chair and their staff shall seat the states at round tables for ten persons arranged so that delegations are seated together when physically possible.  The Host State shall post the seating charts in close proximity to the states dinner.  The Host State shall be responsible for printing up and posting a diagram of this seating chart during the head table reception
10.  The Host State States Dinner Committee must distribute the states’ seating assignments to the states prior to the close of the final business session.  The Host State should utilize their mail distribution system, which use state mail bins to distribute the states’ seating assignments.

11.  The Host State should also develop a plan for assigning industry representatives to various state delegations.  The Host State should provide a list of those assignments to the state delegation secretaries in their distribution boxes in the communications center.  It is essential for state delegations to know of these assignments at the earliest possible time so that the Host State can work industry personnel into each state’s seating plan at the No Host Reception.  

12.  NGAUS and the Host State shall assign NGB a group of tables of sufficient size to accommodate Bureau staff and guests.

13.  NGAUS recommends two rehearsals for the States Dinner.  The first should be on the afternoon of the second day and should include the appropriate action officers from the Host State and the NGAUS staff, the announcer, the spotlight operator, bandmaster and representatives of the Sergeant-at-Arms.  This shall be a walkthrough of the sequence of events from the Chairman’s Head Table Reception site to the introduction of the Head Table to the presentation of the service flags.  The second rehearsal should be no later than 1500 the day of the Dinner.  The purpose of this rehearsal is to coordinate a final walk through of the total event.  

14.  The Host State shall provide a Staging Area for Head Table seating in a room or hallway adjacent to the Dinner.

15.  NGAUS Director of Communications shall write the script for the States Dinner.  NGAUS does not permit changes in the script for the States Dinner without his/her specific approval.

16. The script will include the sequence of events, critical times, and required items and incorporate any entertainment requirements identified by the Host State. 

17. A military band is required to play the National Anthem and the service songs.

18. The conference requires a chaplain for the invocation, Memorial Service, and benediction

19. The General Conference announcer shall introduce the Head Table guests and read the flag ceremony script for the introduction of the service flags (Army and Air).

20.  Three (3) support personnel from the Host State shall be required to disassemble them after the conclusion of the States Dinner.  
21.   While NGAUS encourages the Host State to provide entertainment, it is not required.  Should the state choose to provide entertainment, then they should work closely with the NGAUS Dinner POC to ensure the sequencing of events, and that The Chairman of the Board incorporates an announcement about the entertainment in his/her script.
END OF SECTION J

SECTION K
OTHER SUPPORT

I. MANDAYS & NATIONAL GUARD BUREAU SUPPORT

A. National Guard Bureau-Public Affairs is the official approving activity for federal support to the Host State’s operations.  The Host State can find authority for this support in Title 10, section 2548 of the US Code.  
B. The Host State should set aside sufficient “man-days” early in the fiscal year to cover the federal pay and allowances required.  

C. National Guard soldiers must be in either AT or IDT status for the conference and working in a job compatible with their MOS.  
D. NGB does not authorize ADSW for conference work. 

E.  It is not the intent of this section of the law to utilize resources not routinely budgeted.  

F. The Host State must submit their request to NGB at least seventy days (70) prior to the scheduled event. 

G.  NGAUS strongly recommends that the Host State meet with NGB-PA prior to requesting the man-days.  This meeting could take place at NGEDA’s Annual Conference in January of the year of the NGAUS Conference but must happen in some point prior to submission of manday request.  Sample Manday Request can be found in Appendix 19.

Note: A memo from NGB regarding Federal Training Support, a sample request form for NGB/PA approval for Host State support to a NGAUS Conference and a sample letter are at Appendix 14.
II. EXHIBITS

A. Exhibits have become a major element in the NGAUS General Conference.  NGAUS is solely responsible for the logistics and funding of the exhibits and any exhibit-related functions.  

B. The NGAUS GCC shall designate a NGAUS representative to oversee the exhibit aspect of the conference.  NGAUS contracts with the convention center for the space to support the exhibits.  

C. The Host State shall receive a minimum of ten (10) free booth spaces to provide to vendors in exchange for services and or goods.  Any costs for booth set-ups shall be borne by the Host State or exhibitor.  The Host State shall not sell these booths. 
D. NGAUS shall provide complimentary booth space to Host States to promote future conferences.  NGAUS will fund equipping the booth with standard booth items (furniture, carpeting, electrical, etc.).  The Future Host States will pay for any giveaways, promotional materials, and staffing the booth.  NGAUS will support Future Host State booths for each year two – three years proceeding the year of that Host State’s NGAUS Conference.

E.  NGAUS contracts a decorator to set up the exhibit area.  This decorator manages the set-up, provides, and installs all carpeting and draping and other exhibit hall set-up requirements.

F.  NGAUS contracts for and supplies security in the exhibit area.  This security is for 24/7 and appropriate badges will be required to access the exhibit hall.  The badge requirement begins three days prior to the start of the conference.
G. The Host State does not have any responsibility for the exhibit area.
III. WEBSITE

A. GENERAL
1.  The use of a Host State NGAUS Conference Website has become an important aspect of informing the membership, exhibitors, and other interested parties on the activities, registration, and state specific information that is of interest to attendees.  Since the level of expertise, time, complexity, and maintenance of this website varies from state to state, NGAUS is willing to stand up a state conference webpage on its website.

2.  NGAUS recently developed and deployed a new website.  The website is located at www.ngaus.org.  As part of the website development, NGAUS has included the ability to have a section specifically dedicated to the General Conferences. 

B.  HOST STATE
1. The Host State shall supply NGAUS with the following as soon as possible but no later than one year prior to the conference:

a) Conference logo

b) Conference events, dates, locations and times and all information necessary to inform the membership about the specifics of the event

c) A letter from the Governor

d) An opening letter or statement from the State’s Adjutant General

e) A transportation plan for all events and routes to and from the convention facilities (only when transportation is required because of the distance between hotels and conference facilities)

f) Specific state unique cultural information and other tourists’ information that the state would like to advertise.

g) POC list of the Host State Conference Staff with telephone numbers and email addresses.  

h) Registration process and information for the golf tournament and fun run

i) Transportation information, maps, and routes

j) Golf tournament information and links to the golf course website.

k) Other pertinent information that is of value to attendees

l) Hotels with links to the hotel websites

m) State specific graphics 

n) Airfare discount information

o) Rental car information

2.  The Host State conference logo will be supplied to NGAUS as soon as designed but no later than one year prior to their hosting the conference.  They shall provide the other information as soon as known but no later than one month after the NGEDA conference of that year.

3.  While NGAUS is willing to host this site, it is the Host State’s responsibility to provide the information and to provide it in a timely manner.  This ensures the effectiveness of the site and the value to the members, exhibitors, and guests.

4.  Onsite registration for Exhibitors and NGB shall be through NGAUS’ webpage and using NGAUS’ registration software.

5.  The Host State may designate (if they choose) an individual who is authorized to update the information on this site.  NGAUS will provide site access and limited administrative access to this individual to enter and update the state’s webpage.  However, updating the site will require at least four (4) hours of training to the state’s designee.  NGAUS shall approve all updates prior to publishing them on its website.

6.  The Host State shall plan to attend NGAUS’ Industry Day and the NGEDA annual conference and provide updates on the status of the NGAUS conference. 
These are good opportunities for the Host State to discuss fundraising.


IV.  PUBLIC AFFAIRS 
A. NGAUS RESPOSIBILITIES:
The NGAUS Communications Directorate coordinates with the Host State PAO on external news and internal photographic coverage of the Conference, and oversees the NGAUS Awards Program.  
B.  HOST STATE RESPONSIBILITIES
1. The Host State shall assign at least one qualified public affairs person to assist with the media.
2. The Host State shall also provide at least three (3) photographers at all times to cover social and business events.
3.  A secure room is required so awards shipped from NGAUS headquarters may be stored, inspected, fixed (as required), and then moved to the main business session platform for presentation.  

[Public Affairs information is in Annex G]

V. SERGEANT-AT-ARMS

A.  The Host State shall provide two principal Sergeants-at-Arms, one Army, and one Air.  One shall be designated Chief Sergeant-at-Arms for the Conference.  

B.  States shall designate their Sergeants-at-Arms at least two years in advance, thereby allowing them to serve in two conferences prior to that being held in their own state and become fully trained in the Sergeant-at-Arms duties.  

C.  The total number of Sergeants-at-Arms may vary between six and eight depending on how the Host State plans to conduct its operations.  Any number of Sergeants-at-arms over the four provided by future Host States shall be the responsibility of the current Host State. 

D.  NGAUS’ business session liaison, normally the NGAUS Director of Communications,  shall coordinate their activities.  
E. Sergeants-at-Arms should be persons with the rank of Major or Lieutenant Colonel when the Conference is in their home state.

F.  Two (2) Sergeants-at-Arms shall be assigned to assist in the Resolutions Committee during their committee meetings.  Close coordination with the NGAUS Legislative Director and the Resolutions Committee chair must be established. 
G. Two (2) Sergeants-at-Arms shall be assigned to assist during the Army and Air breakout sessions.  Close coordination with the NGAUS Legislative Director must be established.

H.  Two (2) Host State Sergeants-at-Arms shall be available to assist the NGAUS staff in identifying invited guests and collecting invitations collected at the NGAUS TAG Cocktail Hour and the Chairman’s Head table Reception, and help direct them to the States Dinner at the end of the reception.
I. The Sergeants-at-Arms shall have oversight of the Green Room.  They shall ensure that it remains stocked with coffee and beverages and light refreshments.Under no circumstances shall the Sergeants-at-Arms allow the Green Room to be used for any meetings not already approved and prearranged by NGAUS.  Should anyone request such a meeting, then the Sergeant-at-Arms will direct them to the NGAUS President or Chief of Staff.

J. NGAUS shall provide the Host State Sergeant-at-Arms Chairperson with armbands to be used during the conference.  The Chairperson is required to recover the badges and return them to NGAUS’ Administrative Area following the conclusion of the conference.  NGAUS’ Support Services Manager is responsible for maintaining, storing, and supplying these badges.

[Note: Duties of the Sergeant-at-Arms can be found in Annex H]
END OF SECTION K

SECTION L
AFTER ACTION REVIEW (AAR)
I. The conference AAR is an extremely important final step in the conference execution.  This document provides important feedback to NGAUS and direction to future Host States.  The AAR should not focus so much on what the state did in the planning process of the conference, but how you did it and the lessons learned. 
II.  In preparing your AAR, NGAUS asks that you to look at the conference from the perspective of “if I had to run it again, what would I do differently.”  
A. NGAUS suggests that for ease of preparation that you develop your AAR using the functional areas that you have established to execute the mission.  This ensures that the Host State reviews the administrative, logistic, and other support areas and incorporates them, as well as, the major events of the conference.  The Conference Chairperson should designate him, herself, or an assistant as the person responsible for collecting input from all functional areas and developing the chairperson’s perspective on running the conference.  NGAUS also suggests that each chairperson maintain notes during their tenure, which note the experiences, decisions, that went well, and those that did not. This would ensure that the Host State incorporates these important aspects into their final AAR.
B.  NGAUS has received numerous AARs and realized that consistency is important in AARs.  Therefore, NGAUS asks that the Host State Chairman include, as a minimum, the following into the AAR:

1. The Chairperson’s perspective of putting together their team, executing a timeline, the support and interaction with NGAUS
2. Total Conference Cost

3. Total Number of hotel rooms used

4. Number of rooms used for conference support staff
5. How did you feed conference staff – did you plan this cost

6. Number of  Mandays and were they enough

7. Did your fundraising plan work – is the sponsorship program sample realistic
8. What went well in the overall planning process and execution

9. What would you change

10. What the Conference meetings helpful

11. Were the daily conference update briefs helpful

12. Convention Bureau support

13. Convention Center support

14. Functions/Events – Other Chair Activities
a) What was your role and what event did you control

b) Were you clear on what your mission was

c) Did you have enough time to plan your conference or event

d) Did you get the support you needed to execute your event 

e) Did you budget enough

f) Would you do the same thing again

g) If it was an event – do you think you got your monies worth

h) Did you get enough support from NGAUS

i) How much manpower did you use – was it enough - too little or too many
j) What was the budget for your event – was it enough 

k) What were the positive aspects in planning your event

l) What were the major stumbling blocks and could they be changed or planned for

15. What could you do better – how could NGAUS help
16. What items did you require of the following and did you plan and budget for these 

a) IT – Computers, printers, copiers, cell phones, etc.

b) Administrative – paper, pens, maps, markers, copiers, paper clips, staplers, etc. 
c) Logistics – vehicles, food, water, general transportation, housing, etc 
d) Overall communication, preceding and during the conference 

See Appendix 21 for After Action Review format

END OF SECTION L 

SECTION M

CONFERENCE CLOSEOUT



The following meetings are conducted the morning of the last travel day.  All parties must schedule their travel accordingly.


I.
NGEDA Meeting

A.  
Traditionally, NGEDA conducts a conference coordination meeting with NGAUS during the morning of the travel day.  This meeting is held as early as possible.

B. 
The focus of the meeting is to discuss the proposed agenda for the following January NGEDA conference and the role that NGAUS will play.
C.
In attendance are the NGEDA Executive Board and their Executive Director and the NGAUS President, GCC and Financial Director.

D.
NGEDA coordinates with NGAUS for the meeting space.  NGAUS orders and assumes financial responsibility for refreshments for this planning meeting.

E.
The meeting usually lasts no longer than one hour.


II.
NGAUS/Future Host State Meeting

A. NGAUS conducts a meeting with the next year’s Host State Chairperson and as many committee members that are available.



B.
The focus of this meeting is to ascertain a benchmark on where the future host state is and what assistance NGAUS may provide at this point in time.



C.
NGAUS usually advises the Host State to submit their request for the $50k monies available to them to support the conference.



D.
This meeting usually lasts one hour to an hour and thirty minutes.



E.  NGAUS coordinates the meeting space and refreshments.



F.
It is the NGAUS GCC responsibility to notify the next Host State Chairman about the meeting to ensure maximum participation by other Host State committee chairs.

III.
Hotel AAR



A.  
The conference center and/or conference hotels may request an AAR with NGAUS and the Host State leadership.



B.
The conference center and/or hotels determine the meeting location and usually establish and agenda and format for discussion.



C. 
This meeting usually lasts one hour.


IV.
Convention Center/Hotels Bill Finalization



Normally, the NGAUS Financial Director meets with those NGAUS contracted entities to review their bills.  If an agreement is met, NGAUS will pay valid invoices.  Should a discrepancy exist, then NGAUS will wait until both parties are satisfied with the invoice.

SECTION N
CONCLUSION
I.
Upon completion of the Conference, the Host State shall prepare After Action Reports within 60 days of the end of the conference and forward them to NGAUS’ GCC.
II.
The AAR should be a detailed report.  It will include a committee chair’s synopsis of the functional area, number of support personnel broken down by volunteer and paid, and logistical support for the workers, budget projection, and actual cost to run the function and what went well and what the Host State would improve.  The improved aspects should note how the state may do something different the next time and/or how NGAUS could provide clearer guidance or improved support. 
III.
These documents are useful to both future Host States and the NGAUS staff, as they recommend changes and ways to improve the conference process.  See After Action Required Format.

End of Main Section of SOP

PAGE  

General Conference Revision 11-01-09

GC - 74

