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ANNEX C

PRE-CONFERENCE
MEETING & REVIEW

“ROCK DRILL”
ANNEX C

ROCK DRILL
I. ATTENDEES:

A. NGAUS Staff

(1) President

(2) Chief of Staff

(3) Director of Communications

(4) Director of Financial Operations

(5) Director Industry and Association Liaison

(6) NGAUS Software Consultant (when required)
B. Host State Chairperson / Chairpersons
C. Host State Committee Chairpersons
D. Convention Bureau Representative(s)

E. Convention Center Staff

1. Operations Manager

2. Food and Beverage Manager

3. Audiovisual Manager

4. Communications Manager

5. Security Manager

6. Business Center Manager

F. Other persons whom NGAUS may have contracted to provide support for the conference.

II. PROCESS

A. The NGAUS GCC conducts The “Rock Drill”.  The NGAUS GCC shall provide an updated Schedule of Events no later than two days prior to the meeting.  
B. This updated Schedule of Events shall be used as part of the agenda.  
C. The Agenda found in ANNEX C TAB 1 shall be distributed to the committee chairs prior to the Rock Drill to assist in ensuring that the Chairpersons have “covered all the bases”.  
D. The Chairpersons shall use the agenda in ANNEX C TAB 1 as a guide and the final agenda developed between NGAUS and the Host State. 
E. The meeting agenda shall incorporate 

1. The NGAUS Annual Conference Schedule of Events 

2. Each committee chairperson 
3. Conduct a “run through” of all aspects of the conference.  

III. ROOM SET-UP

A. NGAUS realizes that the Host State may want to have deputy committee chiefs and other support personal attend this meeting in order to gain a greater understanding and appreciation for all aspects of the conference and to ensure that the committees have accomplished the necessary communication.  
1. In the interest of time, only the committee chairs will be seated at the main table and introduced (See ANNEX C TAB 2).

2. Support personnel will sit to the rear of their “boss” and be a resource entity.  
B.
The NGAUS Staff will coordinate the room set-up with the Convention Center.  The room set-up will be in accordance with ANNEX C TAB 2.  The set-up will include:
· A projector 
· A screen 
· Six (6) microphones 
C. 
The Host State does not have to use PowerPoint Presentations, however, it is advisable for each chairperson to use visual aids to finalize their presentation to NGAUS. 
IV.
WALK THROUGH

B. Another aspect of the “Rock Drill” will be for NGAUS and the Host State staffs to conduct a final walk through of all convention center facilities and review the designated meeting rooms and facilities matrix.  

C. The two entities shall also conduct site visits, walk through of all other event locations (not including golf courses), and meet with those facilities’ staff to ensure that the events will happen as planned.  
V.
NGAUS staff members and their Host State counterparts shall continue to work hand in hand until the Conference adjourns.  
VI.
SERVER SET-UP

A.
The Host State is required to identify a location where server and eight (8) to ten (10) computers are set-up to support the loading of registration software.  
B.
This is done during the Rock Drill which is held approximately thirty-days (30) preceding the conference.  
C.
NGAUS staff will load the conference registration software on the server.  
D. NGAUS staff shall conduct training for the Host State staff at a site specified by the Host State.  

E. NGAUS will provide periodic updates to the Host State of the states’ registration submissions once the server is setup and staff received initial training.
F. This will enable the Host State to print reports with the important event information needed to schedule support, i.e., transportation, number of golf participants, etc. 
Meeting Questions
1.

Which day would you like to set up your admin center? 
2.
Is there anything you would like to add to room set-up or A/V requirements in this room?
3.
Internet cafe set-up?  Location?  Decorator responsibility?
4.
For your finance operation are there any special set-up requirements or A/V requirements that need to be listed on the matrix?
5.
NGAUS Office copier?  Resolution’s Office copier and printers?
6.         Do you have any special room set-up requirements for the dressing rooms behind the stage that will be used for the band/entertainment?
7.

 Do you have any special A/V requirements for the opening session or states dinner that need to be included on the matrix?

1 0.        Have any other commitments been made for rooms at the convention center that need to include on this matrix?

11.        Have we identified Host State-Specific Distinguished Guests? 

12.
       Have we identified our Air and Army Company Grade Representatives?
13.        Other?

NEXT MEETINGS  ?
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