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Annex K
NGAUS STAFF SHIPPING GUIDELINES

NGAUS General Conference Shipping Guidelines
I.
The Director of Financial Operations will coordinate with the NGAUS shipping company to pick-up the items needed to support the General Conference.  The Director will establish a pick-up date and time and provide staff with the correct mailing address where the items are to be delivered.

2.
The Assistant Manager of Support Services in coordination with the Financial Director will then set and internal date to have staff deliver their items to the Hall of States for shipping.  The Assistant Manager will ensure that the items he is responsible for between conferences are maintained in good condition and are accounted for.  He will gather them in the Hall of States along with the other directorates’ items and prepare them for shipping.

3.
The following items are, at a minimum, the items shipped each year to the conference. 

· 2 complete sets of the following:

· American flag 
· state flags, 
· NGAUS flag 
· General Officer flags 
· 1 - Time Clock – Roll call of States

· Must be tested prior to shipping

· Must be tested prior to use on stage

· Make sure all items associated with it are packed

· One timer, two speakers, to sets of cable (it looks like but is not telephone line) 

· Always have extra batteries included

· 2 - travel laptop computers

· 2 - travel HP portable printers w/2 sets of extra color and black and white ink cartridges

· 20- Sgt-At-Arms arm bands 

· These must be collected and checked prior to leaving the conference

· They are shipped back to Support Services together

· 1 – 3 sectional exhibit required for NGAUS booth

· 2 - Small NGAUS seals for podiums 

· 1 - Truman Award

· All other awards from communications
· Items that Directorates want shipped to support their operations

4.
The decorator for the NGAUS conference stores and maintains the following items during the course of the year:

· Stands for all flag sets
· NGAUS seals for exhibit hall 

· State signs and poles for business meetings

· NGAUS booth seal
The decorator will ship these items to the conference location and coordinate with the Assistant Manager of Support Services to pick them up and deliver them to the proper locations.  The decorator also is responsible for receiving all items shipped by NGAUS to the conference location. The Assistant Manager of Support Services will coordinate with the decorator and have all items delivered to their proper location within the convention center.

5.
On the last day of the conference, items to be returned to NGAUS will be packed by staff will pack items to be returned to NGAUS and coordinate with the Assistant Manager of Support Services for their pick-up by the decorator.  The Assistant Manager will account for items he is responsible for and ensure that all pieces are there for each item and then packed to be shipped.  He will then coordinate with the decorator for all NGAUS items pick up and shipment.  Upon his return to the NGAUS building, he will receive the shipped items, stores those that he is responsible for and coordinate with the directors for the pick-up of the remaining items.
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