APPENDIX 1
GENERAL TIMELINE 
NGAUS CONFERENCE TIMELINE
FOUR (4) YEARS PRECEDING THE CONFERENCE

The following timeline depicts the general requirements for NGAUS and Host State actions four (4) years and less prior to the conference.
A.
CONFERENCE DATE MINUS 4 YEARS
1.  JANUARY/APRIL


a.  
NGAUS President sends out letter via email and/or hard copy to all states’ Adjutant Generals asking for their consideration to host a NGAUS General Conference and to submit a bid for the same.




b.  
NGAUS establishes a cutoff date for submission of bids



2.   APRIL/AUGUST
NGAUS will supply any interested state with the NGAUS SOP section dealing with conference host criteria and hotel contract information 



3.   AUGUST/SEPTEMBER




Cutoff date for bids 



4.   AUGUST/OCTOBER 



a. 
State submits bid



b. 
NGAUS staff conducts site visit to determine compliance with minimum criteria to host a conference



5.   OCTOBER/NOVEMBER


a.
NGAUS staff brief NGAUS’ Conference Committee on proposed Host State’s (s’) submission and qualifications





b.
Potential Host State(s) may brief NGAUS’ Conference Committee 



c.
NGAUS Board of Directors selects and approves Host State submission




d.
Host State is notified of their selection




e.
Host State develops budget and fundraising plan

B.

CONFERENCE DATE MINUS 3 years to 1 year out



1.
Host State selects their Conference Committee Chairperson and functional chairpersons 



2.
Host State begins process to form a separate non-profit corporation to host the conference



3.
NGAUS and Host State establish first meeting date for NGAUS to brief Conference Chairperson and functional chairs on duties and responsibilities of running the conference



4. 
NGAUS Conference Coordinator attends annual state conference and conducts Host State briefing on status of conference.  This is usually done the last morning of the conference



5. 
NGAUS conducts conference calls or follow-up on site meetings as required



6. 
Host State conducts intrastate fundraising



7.
Host State initiates contacts for sponsors to provide in kind services during conference, e.g., computer support, event support, etc.



8.
NGAUS establishes conference webpage on the NGAUS website



9. 
Host State provides conference logo and other pertinent information to NGAUS to place on conference webpage

TWELVE PRECEEDING MONTHS
The following is a timeline for the twelve (12) months preceding a General Conference:

SEPTEMBER/OCTOBER 

a. Immediately following the current conference conclusion:

i. The NGAUS President, General Conference Coordinator (GCC) and the Director of Financial Operations, along with other selected staff members, shall attend the first Host State staff meeting.  
ii. It is preferred that this meeting be held at the site of the next conference and in conjunction with the NGEDA Executive Committee meeting, to review plans for the next conference.  However, this meeting can be held the last day of the current year’s conference if it is impractical to travel to the next host state’s location at another time of the year. 
iii. Immediately following the conclusion of the NGAUS/NGEDA meeting:

iv. The Host State must finalize its committee structure and its schedule of non-business agenda events.  
v. NGAUS requires that Host State provide periodic budget updates for review and comment thereby enabling NGAUS to brief the March and July Board of Directors (BOD) meetings.  
vi. From here on until the start of the conference, the Host State committee structure shall meet regularly to finalize and execute its formal planning.  These meetings should also include NGAUS participation whether in person, telephonically or through video teleconferencing.

vii. The Host State should provide NGAUS with its conference logo as soon as possible to help with the promotion of the conference.

b. Conference Website Hosting:
i. NGAUS shall host the conference site as part of the NGAUS website.

ii. The NGAUS website has a template for use by the next two conference hosts.  NGAUS will manage the information contained therein.  
iii. This website shall be populated as soon as the next host state can provide the current year’s conference information.  This will be no later that immediately following the recently held conference. 
iv. The Host State shall provide NGAUS with its conference logo, information, and pictures about the conference site to be placed on the www.ngaus.org conference site
v. The Host State’s POC should coordinate with the NGAUS GCC for content recommendation. 
vi. The Host State shall provide NGAUS webmaster with content and NGAUS will populate the website as required. 
NOVEMBER
NGAUS requires the Host State to submit their final budget plan for review when the Host State requests the $50,000 expense reimbursement advance but NLT 1 December.
JANUARY/FEBRUARY
Annual NGEDA Conference Requirements
a. The National Guard Executive Directors’ Association (NGEDA) conducts its annual meeting at the upcoming conference site.

b. The Host State shall brief the Executive Directors and exhibitors on the upcoming conference.  This briefing shall be presented during the NGEDA business session, which includes housing information and details concerning Conference logistics such as transportation policy, hospitality suites, and special events.  
c. The Host State shall conduct a tour of designated hotels and ensure that there is adequate transportation to support the tours.  
d. An opportunity to tour the convention center shall be provided by the host state to interested exhibitors.

e. NGEDA will conduct a hotel selection process at their meeting to determine priority in choosing hotel assignments. The Host State shall inform the various states which of their choices the Host State has granted before leaving NGEDA.  Cash deposits to reserve hotel room blocks are to be collected from each state before the meeting adjourns.  Criteria for the NGEDA hotel site visits and NGEDA hotel selection process are at TAB F.
f. NGAUS shall bring key staff to the NGEDA meeting in order to continue the pre-conference meeting process with the Host State.  
g. NGAUS shall demonstrate the Registration software at that meeting.

h. The Host State shall provide the state hotel information to the NGAUS registration coordinators to allow programming and distribution of the registration disks to the states before the end of the NGEDA meeting.  
i. The Host State Chairperson may send subsequent letters of information at the chairperson’s discretion.

j. The Host State conference for the following conference shall also give a presentation at the NGEDA conference. This will be presented during the business session.  This presentation shall include a status of the next conference, hotels involved, convention location information, and any other details that can be provided at that time.

MARCH/APRIL
a. The NGAUS GCC shall attend the Host State’s annual conference in order to attend a pre-conference meeting.

b. NGAUS shall issue a call letter for the General Conference

c. NGAUS sends out letters to Guest Speakers

MAY/JUNE
a. Three months before the Conference, NGAUS GCC and designated staff shall travel to a location of the Host State’s choosing to assist in the installation and training of the registration/housing software.

b. NGAUS reviews and revises its Distinguished Guest list roster.

c. NGAUS sends out its Distinguished Guest invites.

JUNE
a. No less than sixty (60) days before the Conference, NGAUS shall issue the General Conference Memorandum.  This document gives detailed instructions to the states on delegate selection and certification, housing, transportation, registration, uniform designation, and location and sequence of events.  It shall be coordinated with the Host State.

b. NGAUS shall have it first major shipment of flags, and major end items to the conference site (Only pertains to Hawaii and Puerto Rico when shipment by sea is the preferred route).
JULY
NGAUS conducts its second shipment to the Conference site (Only pertains to Hawaii and Puerto Rico when a final shipment of items is required.  This shipment will be by air.)
JULY/AUGUST
a. Distinguish Guest & Speaker registrations due to NGAUS

b. The Host State shall hold an all-hands coordination meeting a month before the start of the conference.  NGAUS shall bring key staff to the meeting.

c. The following information must be available at that time for inclusion in the conference program that NGAUS produces:
1. A welcome letter from the TAG

2. A listing of Hotel accommodations including address, phone number and delegations staying at a particular property

3. The Host State Conference Committee Chairs

4. The Conference benefactors

AUGUST/SEPTEMBER
a. NGAUS conducts a final internal conference coordination meeting.
b. At least three weeks before the conference, the final NGAUS conference letter is sent out.

c. NGAUS shall have it first major shipment of flags and major end items to the conference site.

d. NGAUS Staff arrives early at the conference site to oversee facilities setup.

e. NGAUS conducts final coordination meeting with Host State.

DURING CONFERENCE

a. NGAUS conducts daily staff meetings to provide information on events and changes to the agenda

b. NGAUS Conference Coordinator and Financial Director attend daily Host State conference meetings.
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