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ANNEX J
NGAUS

STATES DINNER 
STANDARD OPERATING PROCEDURE (SOP)
STATES DINNER SOP

I. INTRODUCTION

A. The States Dinner (SD) is the last scheduled event of the General Conference and traditionally it is the most remembered event by those attending.  Critical to a successful event are:  site selection, audio, timing of activities, seating and food service.   Preparation for execution starts early in the calendar year with the identification of distinguished guests and estimates for the size of the Head Table, distribution of music for the procession of Army and Air Force Flags, and script preparation.

B. With the arrival of the NGAUS staff at the conference site, arrangements for the SD are finalized.   During the first day and a half of the conference, the list of distinguished guests attending the States Dinner is finalized (NGAUS SD POC responsibility) and from that list persons will be identified for seating at the Head Table.   The remaining distinguished guests will be seated with the NGAUS staff at tables immediately in front of the Head Table.   Also, in this time frame the Host State should be finalizing the States Dinner seating by percent of membership and integrating exhibitor representatives throughout the state delegations (by random lottery) and preparing seating charts for the Head Table, distinguished guests not seated at the Head Table (NGAUS tables) and the states with exhibitors added.    

C. On the afternoon of the second day of the conference a SD activity rehearsal will be conducted by the NGAUS SD POC.   Invited to this rehearsal, in addition to the list of HS and NGAUS staff attendees, is the NGAUS Chairman.   The rehearsal commences with a walk through of the sequence of events at the Chairman’s Head Table Reception to include moving the Head Table Guests from the reception site to the States Dinner site.  
D. Early on the afternoon of the last day of the conference, the NGAUS SD POC will conduct a final rehearsal that will focus on the Parade of Flags and the flag bearers.    NGAUS and Host State personnel must ensure that the national, Army, Air Force, NGAUS and state flags from the business session are on the podium for the States Dinner.   
E. The flags for the Parade – service flags should be set up in the order they will be announced – i.e., Army and Air Force.   NGAUS staff will instruct the flag bearers on proper movement techniques and etiquette.
F. During the rehearsal, NGAUS staff will place name cards at the Head Table and the NGAUS seating areas, and will ensure that the name card placement conforms to the seating chart.
G. No changes in the script for the neither flag procession, nor use of the announcer’s microphone will be permitted without the NGAUS States Dinner Coordinator’s authorization.
H. Only members of the Host State flag bearer contingent will be permitted to carry a state flag during the procession of flags.

REQUIREMENT________RESPONSIBILITY____________              REMARKS/ACTION

States Dinner Site
Host State in coordination with

Need, preferable by 
NGAUS Conference Coordinator

NGAUS Conf Recon, a


Conf Recon, a SD Site diagram with proposed locations for Head Table, Announcers podium, band, entryway for Head Table and flag procession and state/exhibitor seating 

*Provide for sufficient


Host State


Two (2) separate areas:

space to assemble the

Head Table and state flags



Head Table assemble area

prior to their procession
must accommodate 70 chairs configured and guests will be introduced.

Flag assembly area must be able to accommodate the line up of all flags to be presented. 

*Ensure Head Table seating

Host State


All tiers will be aligned in 

for 70 on multiple tiers.






a straight line.

Podium located in the center

of the first tier.

*Locate announcer’s podium

Host State

so that he can see the Head

Table and flag procession

entryway and the band.

*Ensure Chairman’s and 


Host State

announcer’s podiums are lighted.

*Place a jug of water and glass

Host State

at announcer’s podium the 

night before the start of the

States Dinner.

*Ensure small NGAUS Seal is

Host State

mounted on the front of the

podium on the dais and a large

Seal is projected above the state

flags. 

*Ensure clear balanced


Host State


State sponsored events 

sound from the Chairman’s,


during the SD will not take 

announcers and band locations.


audio precedence over 




required SD activities



 

*Maximum length of Head Table          Host State




and flag procession route is

150 feet.  (Shorter if possible to

conform with specified times)

*Head Table route to the dais      
    Host State


All changes of direction 

 must be clearly marked.


must be clearly marked.

*States Dinner Menu                            Host State
Pre-serve salad to save 
               time.

*States Dinner Program                      Host State      


Published at the

discretion of the HS (Sequence of events 

only-no times except start time)

*States Dinner Seating

          Host State



How
Seating sequence will conform to seating used for the First 

Business Session. (Percent Membership)  NGAUS Staff member responsible for Member- ship is responsible to provide the HS seating sequence by state.

Exhibitor




Host State


Exhibitors are to be

Seated Evenly amongst state delegations by random-lottery.

*NGAUS Exhibitor Rep. is responsible for assisting the HS with the distribution.

CAUTION – Be sure to purge any list of Exhibitors received from Registration of those 

Exhibitor




Host State


CAUTION – Be sure to

purge any list of Exhibitors received from Registration of those exhibitors that will sit at the Head Table and/or with NGAUS DG seating.

Seating
Host State

Seating will be by table 

number.  Where tables are to be shared, the number of seats allocated to each delegation sharing the table will be identified.

*NGAUS Staff/ distinguished guest overflow will be seated at front tables directly in front of the Head Table podium.  Exact number of seats required will be identified by a member of the NGAUS SD POC.

*NGB delegation will be seated separately.  Host State must coordinate with NGB to determine the number of seats required.

*State delegations/ exhibitor seating will be by percent membership.  HS will ensure that each state knows the number of exhibitors and the company that they are from who will sit with them. (Company and number of seats allocated will suffice)

SD Table Decorations/


Host State   


As desired  

Souvenirs


 






Pre-dinner music



Host State


As desired             

Other decorations



Host State


As desired    

Center Pieces                              

Host State


As desired 

HEAD TABLE Place Cards                    
NGAUS


Place cards for NGAUS                         
NGAUS


tables

Outgoing NGAUS Chairman

NGAUS     


Presentation flag, staff 

and plaque. Not appli- cable for odd calendar 

year  conferences. 

Outgoing NGAUS Chairman’s

NGAUS     


One (1) dozen Roses to be 

 Spouse                          






presented during the SD. 

Not Applicable for odd calendar year conferences. 

States Dinner Rehearsal Time

NGAUS/HS


Afternoon of second day 

of the Conference and

1330 hours on the last day

of the conference at the

SD site. 

States Dinner Rehearsal 


NGAUS SD POC

Attendees                                               
 NGAUS Selected Staff
All mandatory attendance 

HS SD POC
except NGAUS Chairman 

Spot light crew
and Secretary.







All flag bears







Audio crew







Band leader/band







Sgt-At-Arms personnel







HS Head Table Guides

Rehearsal Requirements   

Time movement of Head Table

NGAUS/HS


Time enroute should be from Reception area to States





kept to the minimum.

Dinner assembly area          





the minimum.  Changes in 

direction along the route should be manned by Host State personnel.

Coordinate and time Head 


NGAUS/HS


Synchronize

Table procession







announcement  with

with spot light crew.  (Pre-

Designate spot light cutoff Points to save time)

State music should not exceed 25 seconds except for Host State

Which may be played in full for One (1) chorus.

Coordinate Head Table   


NGAUS/HS


Additional Instructions

Announcements, Chairman’s      

Script and flag procession script
15 minutes prior to the scheduled start of the SD, the Announcer will ask SD attendees to start taking their seats.  He will repeat the announcement at intervals to ensure the attendees are seated by the time the Head Table is ready to be introduced.


Announcer will be provided 3x5 cards by the NGAUS SD POC at the SD rehearsal that identify each member of the Head Table (to include job position & if accompanied by spouse) in the sequence the Head Table will be announced. (CARDS ARE TO BE READ AS WRITTEN)


Announcer will not leave the podium until the flag procession is complete.

Ensure audio from all mic-


Host State

rophones are working properly
As a minimum, from the Head Table podium, announcer’s position and the band area.

Ensure spot lights are working

Host State




properly      

Ensure the pathway for the


Host State

Head Table and flag procession

is clear to the dais

Ensure all flags and stands


Host State


Inventory Flags:

are moved from the main






54 state/territory

business session area to the






2 Service

States Dinner site







1 NGAUS











1 National Colors










Properly sequence flags











for flag procession.

Ensure National Colors and


Host State


The National Colors and

The NGAUS flag are not posted during the States Dinner, they are both prepositioned before the dinner begins.

Ensure 56 (54 state/territory

Host State

Flags and 2 Service flags) Flags

are prepositioned.

HEAD TABLE LAYOUT AND FLAG DIAGRAM

Ensure no waiter activity 


Host State

during the Chairman’s program

Equipment Required:

Gavel and Sounding Block
NGAUS


Placed on the Chairman’s




podium at the start of the 

Program and retrieved at the conclusion of the activities.

Script Books

Chairman’s



NGAUS


To be available for the

Chairman’s review  the evening before the last day of the Conference.

Chairman’s script book will have the announcer’s script integrated within it.

Announcer’s



NGAUS



Placed at the podium at

the start of the program

and retrieved at the end of the evenings activities.

ENCLOSURE – STATES DINNER HEAD TABLE DEVELOPMENT PROCEDURES

I. States Dinner Head Table development starts with tracking, prior to the staff’s departure to the conference, acceptance of the Association’s invitation by the persons in the predesignated category of Head Table candidates (shown below).   As a minimum the NGAUS States Dinner Coordinator needs only those acceptances where the person will attend the States Dinner and verification of the persons full name, title/rank, and position and if a spouse will attend.   (The NGAUS Distinguished Guest coordinator is responsible for tallying the information and, once at the conference, for passing it on to the Host State Distinguished Guest representatives for continued tracking).

J. Historically, the States Dinner Head Table has numbered 65 to 70 persons.  The NGAUS Conference SOP calls for a Head Table no greater than 70 persons.   

K. Seated at the Head Table will only be those newly inducted Corporate Legion De Lafayette representatives during the current conference year.   Previously inducted Legion De Lafayette members will be seated at NGAUS reserved table with key staff members hosting each table.
D.  Once the number of predesignated persons have been confirmed (usually by the end of the first day of the conference) the remaining seats to fill out 70 seats can be selected from the Other Candidate List shown below.   First priority should be given to Former NGAUS Presidents then to Former Chiefs, National Guard Bureau.   Extreme care must be exercised to ensure that all persons in the subordinate category (former NGAUS Presidents and/or Former, C, NGB) can be seated otherwise those not seated may become offended.
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