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PREFACE

Thereisno prescriptionthat can be givento any statefor hosting an Annua Meeting and Professional | mprovement
Conference (AM/PIC) of the National Association of County Agricultural Agents... every meeting isuniquein so
many ways... andit should be... in order to reflect the State, itsagriculture, itsnatural resources, itscommunities,
anditsparticular colorful hospitdity. TheHost State, through itsowninitiative and coordination with the Nationa
President of NACAA, can then with pride becomeapart of the tremendous professiona growth for Extension
Agents... asreflected through the many meetingswhich an

individual agent might cometo experiencethroughout hisher career.

Thishandbook for isput together, for the host state AM/PIC committees, with the hopeit can serveasaguideto
futuremestings

Selection of L ocation

A state association wishing to be selected to host an Annua M eeting and Professiona Improvement Conference

gl

* Notify theNationa President and Regional Director 30 daysbeforethe current AM/PIC that the state wishesto
extend aninvitation.

*  MeetwiththeNationa Board at atime designated by the National President duringtheAM/PIC.

Thedecision of wheretheAM/PIC will beheldisdetermined four yearsahead of timeby thevoting delegates. The
rotation of theAM/PICisapart of Exhibit A inthispublication.

Note: Thisdocument shall beupdated yearly by the Past President. Therecommendationsof the Past
President should beapproved by the NACAA Board at theWinter Board Meeting.



INTRODUCTION

Your StateA ssociation of County Agricultural Agentshasjust won the bid to host afuture AM/PIC of the National
Association of County Agricultural Agents! Congratulations! You' ve got agreat experience ahead. It should add
growth to each agent inyour state, providefor good opportunitiesfor public relationswith your many publics, and
build teamwork and an Esprit de Corpsamong your entire group.

TheAM/PIC of NACAA isaprofessional meeting ... itisnot aconvention and should never bereferred to assuch.
Host states provide theframework of support for the meeting, but the program content isthe responsibility of the
National President. Thus, themany activitiesthat host stateswould liketoinclude should be suggested and coordi-
nated with the Nationa President. Host stateswill be expected to present to the National Board acomprehensive
planfor hosting the meeting at the Winter Board Meeting intheyear of themeeting. ThisWinter Board Meeting will
beheld at the city wheretheAM/PIC will beheld only afew monthsin thefuture. The National Board provides
oversght to each mesting.

Host statesmay plan for events, functionsand ideas, however until the National Board reviewsthe entire host state
plan and approvesthose plans, the host state should recogni zethat parts of their plan may be modified or dropped.
If the host state must make afirm decision on some part of theAM/PIC they are hosting prior to the Winter Board

Meeting, the host state should addresstheissuewith the National Board at an earlier National Board Meeting. The
NACAA President can advise host states on such issues.

AM/PIC Committeesand their functions should build abridgewith the State Association to
enhance cohesiveteamwork.

GENERAL GUIDELINES

Host State associations should select aperson as Chair of theAM/PIC. The Chair, in consultation with the State
Association, should appoint an Executive Committeeto serve asthe key committeeto provide oversight for host
states. The Executive Committee should select aVice Chair, Secretary and Treasurer.

Meeting Planner Policy —A state association, at their expense, may contract with aprofessiona meeting planner to
assist with hotel and/or conference center negotiationsor with Annual Meeting and Professiona |mprovement
Conferenceregistration. It should be understood by the state association and the meeting planner that theNACAA
President isresponsiblefor theAM/PIC program schedule. The meeting planner may servein an advisory capacity
at thediscretion of the NACAA President and theAM/PIC committee chair. The meeting planner may not sign any
contractsobligating NACAA. All AM/PIC contractsmust besigned by an NACAA officer. During the negotiation
period thiswill usualy betheimmediate past president.

Thecurrent policy, asenumerated by the National Board of Directors, isincluded in thishandbook. However from
timeto timethe board adoptspolicy that relatesto theAM/PIC. Such policiesare continually updated inthe
NACAA Policy Handbook inthe section ontheAM/PIC. Itistheimmediate Past President’sresponsibility to
update theAnnual Meeting and Professional Improvement Conference Handbook. The Executive Director shall be
responsibleto maintain acopy that iscurrent.

Host State AM/PI C Executive Committees should review thissection of the NACAA Policy Handbook to be
familiar with any policy changesthat have not been updated in thishandbook. Thesepoliciesprovidegenera
guidelinesfor various phasesof theAM/PIC, especidly asit relatesto budgetsand program.



Pur pose of theAnnual M eeting and Pr ofessional | mprovement Conference-

The purposesof NACAA asoutlinedintheArticlesof Incorporationinclude: educationa opportunities; high stan-
dardsof professiona performance; promotion of cooperation and loyalty; increase effectiveness of thework of
County Agentsand Specialists, in close cooperation with the Land Grant Colleges. These purposesformthe
framework for planning by AM/PIC committees. The purposesof an AM/PIC aremore specificaly set forthinthe
thrustswhich are designed to provide new opportunities, to stimulate and to serve asan incentive whereby County
Agents can devel op new methods, innovative gpproaches, and new program models.

L ength of theAnnual M eeting and Professional | mprovement Conference
TheAM/PIC shal be held to amaximum of fivedays, including Sunday.

Responsibility of the NACAA Board

TheNACAA Board shall befully responsiblefor AM/PIC arrangements, and may designate committeesand
representativesto make plansand arrange details. The actions and programs devel oped by theAM/ PIC committee
or subcommitteesmust bewithin the policiesand precedents as established by the Nationa Officersand Board of
Directors. TheNationa President isresponsiblefor theAnnual Meeting and Professiona Improvement Conference
Program and will utilizean Annual Meeting and Professional I|mprovement Program Committeeaswell asother
NACAA committeeleadershipto assst him/her in the devel opment of the program.

Coordination -

Immediate Past President of NACAA Board isauthorized by the NACAA Board to enter into and contract or
executeany instrument inthe name of NACAA for the benefit of NACAA/host state aspertaining totheAM/PIC
four yearshence. Wording of the contract should indicate that the contract isan agreement between the entente
providing thefacilities, NACAA andthehost state. The contract must be signed by thefacility representative and
theNACAA Past President and can a soincludethe signature of theAM/PIC Committee Chair. WhentheVice
President iselected who will serveasNACAA President during theyear of that AM/PIC, then that Vice President,
inconsultation with thecurrent NACAA President, will replace the Immediate Past President and continuewith the
respongbilitiesof that authorized NACAA representative.

Thepolicy of theNational Board for visitsto host statesisasfollows:

*  Thelmmediate Past NACAA President shall makeonevist thefourth or third year prior toAnnua Mesting
and Professiona Improvement Conference,

*  TheVicePresident whowill serve aspresident theyear theAM/PICisheld a the host site shall make onevisit
thesecond year prior to Annua Meeting and Professiona Improvement Conference

*  ThePresident-Elect makestwo visitsoneyear prior toAM/PIC.

* ThePresident may visit asneeded during theyear of theAM/PIC.

All vistsareto have approval of the current President. In case of emergency, current President may approve
additiond visits. Expectationsof theseviditsare:

Past President Four-ThreeYearsPrior totheAM/PIC

ThePast President’sfirst visit (before upcoming Spring Board Meeting) to the host state siteisto givefull assurance
to the National Board that theAM/PIC siteisadequate and the sel ected siteis capabl e of hosting the meeting. The
Past President’ srespongbility should includethefollowing:




Four - Threeyearsin advance:

* ExplaintheNACAA policiesof whoisauthorized to Sign contracts.

* ExplanNACAA'sinsurancepolicies.

*  Providecopiesof themost recent NACAA, Annual Meeting and Professiona I mprovement Conference
Handbook.

*  Ensurethat facilitiesare adequatefor conducting genera sessions, banquet, workshops, and Regiona
M eetings. Are adequate 9 eeping room accommodationsavail able?

» Ensurethat acooperative attitude existsfrom everyone concerned - hotel, civic center, host state
administration, host State Association.

* Determineif people movement will beaproblem - from placeto place and meeting to meeting.

» Discussbudget and financesindetail - ensurean early start on host statefinancial responsibilitiesand review
budget breakdown asto national, host, state, and/or shared.

* Reviewligt of possibletours- advise on appropriateness of any questionabletours.

» Emphasizethat final programisthe National President’sresponsibility.

» Evauatedructureof host State Annua Meeting and Professional Improvement Conference Committee. Isit
functional ?Iseveryoneinvolved?

* Evauatehost sitearrival and departure transportation shortcomings. Ex. Location and adequacy of airports,
good highways, etc.

*  Generally review theAM/PIC program Saturday to Saturday - behind the scenes organization, additional
needs, and thelast AM/PIC evaluation.

* Reportfindingsat Spring Board Meeting - thisiscrucia sinceif thereare numerous shortcomings, it may be
necessary to adjust theAM/PIC site.

VicePresdent - Two YearsinAdvance

Follow up closely on dll areascoveredininitial vist wherequestionsexist. Allow plenty of timeto answer questions
of Host State Committee. Meet with individua committeesif requested by Annua Meeting/Professional Improve-
ment Chair. Send current Vice President areport of findings. The Vice President will most likely bethe President-
Elect and should beready to continue close coordination with theAM/PIC Committee.

President-Elect’sVisit OneYear inAdvance

* Followuponal areaslistedin Past President’svisit. Becomefamiliar with facilitiesand proposed plansto date,

» Outlineideasfor tentative program and solicit names of appropriatelocal people,

* Review progressof key committees- facilities, banquet, registration, finance, tours, and hospitality,

* Informthehost statethat itistheir respongbility to develop an eval uation for the next AM/PIC. Theevaluation
should be coordinated with the National Board and other states selected to host the meetings beforethemand
theyear after them. Thereason for the host state doing the eval uation two years ahead of their hosting the
meeting isbecause an eva uation will bemost beneficia to ahost statewith two yearsleft to plan.

Annual M eeting and Pr ofessional | mpr ovement Confer ence Chair

TheNACAA Nationa Board will officially appoint theAnnua Meeting/Professional Improvement Conference
Chair assoon ashost statesidentify that person. Only after officia appointment by the National Board doesthe
AM/PIC Chair represent NACAA inthe host state. Without official appointment of achair, host states should be
careful not to make decisionsthat create potential liability on behaf of NACAA.

The Chair of theAM/PIC shall attend the Winter Board Meeting the year before his’her host statewill host theAM/
PIC and theyear they arethe host state when the AM/PIC Committees present their AM/PIC plansto the Board.
The Chair isalso expected to make aprogressreport at the Post AM/PIC National Board Meeting theyear before
hogting themesting.



Expensesfor theAnnual Meeting and Professiona Improvement Conference Chair and following year’sChair will
bepaid asfollows:

*  Winter Board Meeting e Current Year'sChair * Next Year’'sChair
*  Annua Meseting and Professiona Improvement Conference
Current Year’'sChair Next Year’sChair

In case of multiple AM/PIC Chairsfrom a state only one person’stravel reimbursement and AM/PIC
Registration fees will be paid and lodging will be based on half occupancy rates.

Annual Meeting and Professional | mprovement ConferenceWor kshop

In order to ensure acompl ete understanding of AM/PIC palicies, aworkshop will be conducted annudly at the
AM/PIC by past officersand AM/PIC Chairsand will be coordinated by the NACAA Past President. TheAnnual
Meeting and Profess onal Improvement Conference Executive Committeefor theforthcoming year and officersfrom
the state or statesto beresponsiblefor AM/PIC during the next three years should attend. Thisshall notinclude
Officersand committeesfor themeeting currently being held. Expensesfor

future host state associationsare therespons bility of each host state.

COMMITTEES

Oneof thefirst jobs, and probably the most important, isto appoint Committee Chairsfor the committees deemed
appropriate by the AM/PI C Executive Committee. Determinethose committeesthat requireagreat amount of
detall,i.e, facilities, tours, registration, hospitdity, statemeal and others. Select chairswho excel with detail assign-
mentsto head those committees. Devel oping stationery for use by all committees has proven useful and helpsto
promotethe mesting.

Every AM/PIC will vary in makeup to accommodate its needs. For example, when meetingsarein civic centers,
decorationsmay bealargetask requiring the extrawork of aseparate committee. In ahotel, thismay not betrue.
Committeesand responsi bilitiesarelisted with theideathat some host states may function best with fewer commit-
teesand more subcommitteeswhilethereverse may betruein other states. All chairsneed to maketheir own
committee member lists. Infact, thisiscrucia! They can best determinetheir needsand who they canwork with
most efficiently considering distances, number of timescommitteeswill mest, etc.

Inany case, aCommittee Chair with aVice Chair should know the committee assignment very well and capable of
serving ascommittee expertsduring thelast 10-12 months prior to theAM/PIC. TheAM/PIC Chair and Executive
Committee should allow Committee Chairsto function fregly, but coordination with the host stateleadershipis
essentia . Committee Chairs should keep the AM/PIC Chair informed with copiesof al correspondence. Regular
briefingsand consultationswith the AM/PI C arecritical to maintain overal coordination.

The Finance Committee should start towork immediately after asuccessful bid to outline plansto raisethe neces-
sary finances. Don't start other committeework too early ... askeleton organization of chairs 3-4 yearsahead with
little or no work by acommittee except the Finance Committeeis sufficient. Generally gearing up al other commit-
teesto go towork two yearsahead is appropriate. Committee chairs should observetwo previousAM/PIC. All
committee chairsshould attend immediate preceding NACAA AM/PI C to enablethem to learn committee needs
and assignments. Each committee should select aVice Chair to takeleadership in case of absenceor ilinessof the
chair, or other reasons, during theAM/PIC.



Schedule meetingswith committee chairswell in advance. M eeting dates can easily be canceled if not needed. The
following can serveasaguide:

*  Four yearsahead — Meet oncewith committee chairsoutlining dutiesand areas of responsibility. Use
AM/PIC evd uation summariesto gain ideasfor improvements, needsand wants.

* Threeyearsahead — Meet twicewithall chairs. Beginfillinginideasof chairs, asit relatesto budget
needs— brainstormalittle.

» Twoyearsahead — Meet four timeswith al chairs. Have them prepare their committee member lists.
Encouragetheuse of every available member of the state associ ation and use other extension or university
personnel as needed.

*  Year of AM/PIC— Meetimmediately after returning fromthe AM/PIC preceding yours. Thisiswhen
all committeesbecome serious (even worried) about their responsibilities. M eet as needed — perhapsevery
other month until theAM/PIC. Thisadlowsfor sufficient timeto cover and coordinate problemsor details
overlooked, and all chairsareaware of thetotal situation.

»  TheAM/PIC Executive Committee should meet as needed during the entire period.

NATIONAL PRESIDENT RESPONSIBILITY

TheNational President who will presideat that AM/PI C isencouraged to utilize othersto assistin designing the
program. The Nationa President should appoint aProgram Committee made up of NACAA membersfrom host
states, host region and strategic membersfrom throughout the NACAA membership. In addition administratorsand
specidistsfromthe host stateland grant University may be appointed to the Program Committee. The Program
committee can provide ass stance with program topics, speakersfor genera sessions, workshop topicsand speak-
ers, and luncheon seminar topicsand speakers. Thiscommittee could be established intheyear the person servesas
theVice President in order to organize the program committee and meet during the Annual Meeting and Professional
Improvement Conferencetwo yearsprior to theAnnual that theVice President will host should they becomethe
president. Thisalowsthe program committee to comefrom theregion, not just host Sates.

TheNational Presdent should also utilizeNACAA leadership fromwithin the Profess onal |mprovement Council
and the Extension Development Council to assure thework of thetwo councilsareincorporated into theAM/PIC.
In addition, the President of NACAA isencouraged to delegate responsibility for thelast day’ sprogram at theAM/
PIC up tothe President - Elect.

CONTRACT WITHHOTEL

A letter of intent from the hotel (s) isrequired by the Nationa Board. Theletter commitsthefollowing for NACAA

use.

»  Number of deeping roomsblocked with pricesfor single, and doublerooms.

 Ratioof complimentary roomsto roomsrented (usualy 1 for every 50; somesitesmay beasfavorableas
1:25). Complimentary roomsto runfrom Thursday evening prior to theAM/PI C through the Following
Saturday. Theseroomsareassigned by NACAA President.

» Pakingprivileges.

» Badlroom and meeting roomsfree.

» Hogspitality room with donated food. Since hotel and facility managerschangerapidly, itisessential to get
inwriting, thehotel or facility’ sapproval to allow the host stateto handle such itemsfor the snack bar and
breaksaswell aseventshosted by other states. If thisinformation isnot in writing, host statesmay end upwitha
charge per plate putting cost far beyond their budget alocation. Thiscommitment should bedoneearly inthe
process, perhapseven before bid ismadewhen moreleverageispossiblein negotiating with hotels.
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» Any special consider ations. Since most of the hotel isbooked for NACAA, hotel
* Management inthe past hasalowed certain suitesto be used by the NACAA President-Elect and
President ascomplimentary roomsinstead of charging the suite asthree complimentary rooms.

Any final hotel contracts should be negotiated asearly aspossible. In any case, contracts should be signed oneyear
prior totheAM/PIC. Contract detailsand signing should betherespons bility the person designated by the National
Board consultation withthe AM/PIC Chair and the current National President.

HOST STATEAND THE NATIONAL BOARD MEETINGS

TheAM/PIC Chair, two yearsprior to hosting the Annual Meeting and Professional Improvement Conference,

meetswith the National Board at their winter meeting (usually in December or January). Thismeetingisheld at the

headquartershotel wherethe current year’ sAM/PIC will beheld. TheAM/PIC Chair presentsatentative budget

and other information to the Board which isdeemed appropriatein order to bring the Board current regarding hotel

accommodations, tours, recommended theme, logo, etc.

Thenew National Board meetson Friday after the completion of an AM/PIC. Theupcoming AM/PIC Chair meets

with the board and should be prepared to present, for approval and/or information, thefollowing:

» Updateon mgjor changessuch astours, hotels, etc.

» Magor problems

* Proposed budget

» Approval of thefeefor commercial exhibitors(if not previoudy set)

» Thefollowing December or January (at the Winter Board Meeting) the current AM/PIC Chair and the
committee chairs should be prepared to provide detailed plansfor the upcoming meeting.

* A Written outlineof plansfrom every committee should be prepared for handout to the Board.

» A final budget must receiveapproval of theBoard.

 Atour of theheadquartershotel, other hotels, and/or Civic Center (if used) isconducted to familiarizethe
Boardwiththeavailablefacilities.

HOST STATEHOSPITALITY

Host State Annual Meeting and Professiona Improvement Conference Committeesare always proud to welcome
County Agentsto their stateand “ show off “ their uniqueagriculture, cultural history, traditions, and plansfor the
future. Assuch, theHost State usually entertainsthe Board to dinner once during thewinter board meeting. This
allowsthe Board and important agricultural and agribusinessleadersfrom host statesto meet each other. Past
experience hasshown that thiscreatesapublic relations climate that causestheleadersinthe Host Statetojoin
even moreclosdly with County Agentsin hosting theAnnua M eeting and Professiond Improvement Conference.
Some statesform an AgribusinessAdvisory Council sometimeschaired by the State Director of Extensionto
participatein hosting theAM/PIC.

TheNational Board and committee chairsarrive prior to theAM/PIC for board meetingsand committee prepara:
tionfor themeeting. Host stateshave an additiona opportunity to provideleadersof the National Association and
host statesto meet and sociali ze together on Saturday evening prior totheAM/PIC. Thecurrent NACAA Presi-
dent will alsoinvite special guests, donorsand sponsorsfor specia recognitionfor their support of NACAA pro-
grams. Thisoptional event isreferred to astheVVIPDinner and istheresponsbility of host states. Traditionally, the
current leadership aong with the Past Presidentsand their spouses are entertained by host states, usually at aplace
outsidethehotel. To giveproper recognitionto local people present, it may be best that the host state association
presideat thesetwo functions.



BUDGET AND FINANCE COMMITTEE

Host Sate Fund Raising

Raising the necessary funding and awell-prepared budget need not be such an awesometask. Setting guidelines
early will enableasmooth functioning relationship between the Treasurer, theAM /Pl C Meeting Executive Commit-
tee and the Finance Committee.

Establishing aredlistic tentative budget early, based on an estimated attendancefigure, isessentia . Following afirm
operating procedure, where each Chair operateswithin the budget, yieldsgood budget control. Nearly al expenses
shouldfall into abudget category. Miscellaneous expenditures can pile up fast and escape supervision of aCommit-
tee Chair. Budget initially asif nearly everythingisacash cost and alow for inflation (asmuch as 10%).

Thiscommittee takesleadership for raising the necessary Host State funds and assistsin the preparation of the
budget. Work should begin on fund raising as soon asthe Host State bid isconfirmed by NACAA and itistheonly
committee whosework should be completed beforethe AM/PIC begins. Establishing aprospectivedonor’slist
early alowsfor early contacts. Some companieswant lead-timeto includeitemsin abudget. Banksand other
businessingtitutionsaremorelikely to make donationsin thefourth quarter of their operation year when amount of
net income becomes more apparent. Some compani es prefer to underwritethe cost of something (portfolios,
flowers, etc.) becausethey can put thiscost under advertising and promotion rather than under donations. Past
experience has shown that an organization may declineto donate any cash but when approached to sponsor a
specificitem that may be worth nearly $1,000, they may

readily accept.

Host states should never use NACAA sponsorslisted in the current AM/PIC program. Namesof new NACAA
sponsors should be sent, by the NACAA President-Elect, toAM/PIC Chair to avoid their use by host states. Close
coordination between the Presi dent-Elect and theAM/PIC Chair isessential.

Guiddinesfor designing afunding campaigninclude:

» Settimetablewith goals—deposit fundsreceived early in aninterest-drawing account.

» Establishapolicy that both the solicitor and the host state Treasurer writesathank-you | etter to thedonor. Send
acopy totheAM/PIC Chair.

* Reviewthelist of NACAA national donors. Thesenational donorsshould not be contacted unlesshost states
receive permission fromthe NACAA National Board.

» Makepersona contactswith donorsand follow-up with aletter. Thisisalso agood timeto list some of the
objectivesof NACAA. The Chair may want to prepare asampleletter or brochureto useasaguide.

» Making the contact with the“right person” inacompany isessential. If thisperson isunknown, check to seewho
knowsthe*right person”.

» Solicitlarge donationsfirst by listing the prospective donors by category $1,000, $500, etc. Some states
don’t accept donations under $25. Tell the donor what figure you are anticipating. M ost donorswant some
guiddines

* Preparealist of dl donorsincludingin-kind donors.

* Pre-Annua Mesting and Professional Improvement Conference booklets have been used for fund-raising
purposes. If undertaken, they should be published by the Annual Meeting and Professiona |mprovement
Conference Committee under the direction of theNACAA Board.

» Reception costsfor state donorsaretheresponsibility host states. After AM/PIC isconcluded, writelarge
donorsand report on success.

10



BUDGET AND FINANCE Cont'd

ThisAssociation (NACAA) istax exempt under Section 501 (C) (6) of the Internal Revenue Code. Stateshosting
theAM/PIC may obtain aseparateidentification number under the same code or have checks made payableto the
NACAA Treasurer for reimbursement back to the state, if especially requested for adonor demanding tax exempt
certification. A separate | D number takes considerabletime so it should be done 2-3 yearsin advance of the
scheduled AM/PIC. Somedonorsmay prefer to channel their contribution through the NACAA Educationa
Foundation sinceit istax exempt under Section 501 (C) (3) of theInternal Revenue Code. Theland grant university
of host statesmay be ableto serve asthe depository of fundswhen the donor requestsreceipt of fundsastax
deductible.

Some states have been ableto avoid the payment of salestaxesfor meals, rooms, etc. by routing their payments
through auniversity affiliated foundation. Sometimesafoundation may chargeasmal percentage but thisisusudly
lessthan the salestax rate. The NACAA encourages statesto explorethe use of foundationsasacost savings
measure.

Sharing ExpensesWith NACAA

A firmarrangement with the National Board on shared expensesisimportant, and using apercentage share of cash
expensesisfair to both host statesand the NACAA.. Donated itemsor in-kind contributionsreducethe stresson
host state budgets and thus committee chairs are encouraged to search for in-kind ass stance. However the Nationa
Board does not consider in-kind contributions as contributionstoward the host state’ s share of shared expenses
withNACAA.

Expensesincurred by the NACAA Board and national Committee Chairsduring theAM/PIC are budgeted in the
AM/PIC budget asanational expense. All other board and national committee expense during the remainder of the
year isbudgeted as an annual operating expenseof NACAA.

Fundsfrom SARE grant dollarsalocated to the host Land Grant University AM/PIC Professional Improvement
Activities, outsidethe Executive Program Committeewill allocated asfollows, 50% of thegrand fundsshall be
allocated to NACAA AM/PIC expenses and the remaining 50% will be alocated to the host state.

Budget Preparation -

A tentative budget shall be prepared and submitted by theAM/PIC Chair at theWinter National Board Meeting,
theyear beforetheAM/PIC for which that committee will beresponsible. Thefina budget shall be submitted and
approved at the Winter National Board MeetingtheAM/PIC isto beheld.

ExpenseDistribution - (Recommended Guidelinesfor sharingAnnual M eeting and
Professional | mprovement Conferenceexpense) - NACAA/Host Sate- see NACAA Policy Handbook
for exact splits.

Theallocationsbelow are based on actual cash expenses. In-kind and/or other contributionsarenot includedin
expensesfor reimbursement. NACAA will not reimbursethe host statefor items of expensesthat have been pro-
vided by sponsorsand/or other contributors.

A.Annua Banquet
1. MedsCosts
2. Piano/OrgarV/Entertainment

3. Spatlight, staging
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BUDGET AND FINANCE Cont’d

4. Program

5.
6.
7.

Decorations- assigned to Signsand Decoration Committee, shared costs
Boutonniere/Corsages- assigned to Signsand Decoration Committee, shared costs
Favorsprovided by host state

B. Barbecue
Host stateresponsibility or by ticket soldtoindividuals. All favorsand rel ated material sare host state
respongbility.

C. Flowers, Signs, and Decorations

Shared costs

D. Education and Commercia Exhibits

1.

A~ w

o 0

Thehost stateis 100% responsiblefor revenue and expense associ ated with educational and commercia
exhibits. Thisincludesrental spacefor educationa exhibitsif hotel or facilitiesmake such acharge; including
drapes, tablesand other equipment. Host state al so provides display equipment for theAM/PIC Poster
Session. NACAA setsand monitorspolicy without incurring any financial risk.

Host statesmay use commercia exhibitsasarevenue source. Spacerenta isdetermined by host statesand
must receive National Board approval ontheexhibit feesat least oneyear prior to the meeting.

Educationa exhibitsalowed by NACAA will begivenfirst preference and fee-exempt status.

Thehogt statefor the next year’ sAM/PI C isexpected to pay transportation cost for their own exhibit,
spaceto be provided complementary.

Hogt states provide organization and management and assumes any financia risk that may be encountered.
Exhibitor eigibility should remain separatefrom any nationa and state program sponsorship and or financia
donationto NACAA or host states. No such sponsor shall be given any complementary spaceor preferen-
tid location.

Nationa Sponsorsthat aredigiblefor abooth space dueto their sponsorship level will receivethebooth
gpaceat no charge. Thehost statewill provide National the actual cost of these booth spotsfor which the
host statewill bereimbursed.

A national sponsor who doesnot qualify for afree booth space can exhibit but the cost will bethesameas
established for other commercial exhibitors.

E. Entetanment

1.
2.

NACAA provides $2000.
Dance, specia entertainment groups, organist, and other entertainment must be cleared in advance
withNACAA Board

F. Hospitlity

1.
2.

3.

NACAA provides $2,000 for such as coffeeand serving or hotdl charges

Generaly, most suppliesfor snack bar comefrom donationsasarranged by the State A ssociation
hosting theAnnua Meeting and Professional |mprovement Conference.

Other stateswithin host region may aso beinvited tofurnishitems.

Sunday night (or opening night) light buffet - thisisoptiond, but if planned, it shall bethe
responsibility of host states.

G Trangportation

1.
2.

Professiond improvement tours
LifeMembers, sonsand daughters, spousestransportation
12



BUDGET AND FINANCE Cont’d

VIPtransportationif needed, 100% host state

Talent Revuetransportation if needed, 100% host state

All tour plansmust be cleared in advancewith NACAA Board
Insuranceliability must becleared in advancewithNACAA Board

o 0k w

H. Shuttle
Shared asagreed with NACAA Board - busesfor barbecue or other state activitiesare host state expense

. Meds- Professona Tours
1009% host state

J. Publicity and Promotion

1. Necessary roomrenta (host state)

2. Secretary expenses (room and board)
Suggest use of Extension secretary personnel

3. Necessary machinerenta (host state)

4. Necessary telephone hookup (host state)

5. Thecost of onemailing (not to exceed lower cost for mailing afirst classletter, abulk rate permit
must be considered to reduce costs) to the NACAA membership promoting theAM/PIC paid by
NACAA. Elaboratetourist promotion materialsand postageisborne by the host states. All other postageis
paid by the host states.

K. Regidration-
Maybe contracted to organizationsoutside NACAA or the host state.
Necessary clerica help (most often provided by convention bureau or chamber of commerce or Extension
clerical) isprovided at no cost to NACAA. Extracostssuch as portfoliosare not borneby NACAA.

Registration Softwareisto be provided by NACAA.. Stateregistration chairs should coordinate with the
NACAA nationd officeto obtain acopy of theregistration software and to arrangefor training.

L. Receptionand Information

M. Photography
NACAA pays 100% except for any facility cost, i.e. risers, staging, etc.
TheNACAA contractswith aprofessional photographer to takestill shotsof individua sand events. In addition,
theNACAA dso contractswith an audio/visua sfirmto provide video and filming needs. It issuggested that
states consult with thisfirm when negotiating sound, lights, staging, etc. contractsand needs.

N. Printingand Supplies
NACAA pays 100% of programs, necessary forms, and ticket books

O. LifeMember Program
Shared costs- host stateincluding transportation

P. Spousesprogram
Shared cost - host statesincluding spouses’ luncheon and tour transportation needs.

13



BUDGET AND FINANCE Cont’d

. Sonsand Daughters Program
Shared - host state, includes; teenage activity, and children’s’ and young peopl € sdinner. Transportation shared.

. ChildCare

No family to pay more than amaximum fee designated by the NACAA Board (currently $2.00 per hour).
Note: Quitefrequently, estimatesfor child-care expensesexceed what theNACAA Boardconsidersto  be
appropriate. Even though there are no set parameters concerning child-care costs, this needsto be coordi-
nated closely with the Board.

. 4-H Talent Revue

1. Shared expensewith the host state beyond sponsor dollarsfor 4-H
Talent Review. (Thisamount was $7500 for 1997)

2. Hogt state pays 100% of any transportation needed at Annual Meeting and Professional
Improvement Conference.

Inspirationa Program and Opening Ceremony

NACAA provides$1,000 for speaker, music expenses, and limited decorations.

TheNACAA President isresponsiblefor theoverall program of theAM/PIC, including the I nspirational
Program and Opening Ceremony. All plansfor this program should be coordinated with the President.

. ArgTimer
1. Meal costs, 100% NACAA
2. All other costs, 100% host state

. NACAA Speakers
NACAA pays 100%

. NACAA Sponsored Meals
Meal costs, 100% NACAA

. Donor Sponsored Medls
1. Med costs, 100% NACAA
2. All other costs, 100% NACAA

. Donor/Guest Reception
1. Med cost, 100% NACAA except for any guest invited by host state

. VIPDinner

100% host state, including transportation if needed

. Donor/Guest Reception
1. Mea cost, 100% NACAA except for any guest invited by host state

. VIPDinner

100% host state, including transportation if needed
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ANNUAL BANQUET COMMITTEE

Thebanquet isthe closing event of theAM/PI C for the purpose of recognizing NACAA Distinguished Service
Award recipients. The President-Elect hastheresponsibility for the banquet, head table assignment, menu selection,
and flowersfor spouses at head table. The chair of the Recognition and Awards Committeeisresponsiblefor
printing the program, the preparation and presentation of DSA certificates, seating arrangementsfor award recipi-
ents, past National Officers, Achievement Award recipientsand specia guests. Recent host states haveallowed for
NACAA membersto reserveatable(s) for seating during the week of theAM/PIC to alleviatethe congestion
during the opening of thebanquet hall.

The committee chair should coordinate with the President-Elect onfloral selectionfor DSA spousesand recipients.
The Committee’smain functionisto coordinatethe banquet arrangementsand facilities.

Attendance estimatesare dwaysdifficult. Personsnot planning to attend should havetheir tickets pulled from the
registration packet and tabulated for amore accurate count. Sonsand daughters havetheir own banquet and are
not counted. Sinceafirm guarantee hasto be givenin advance (usualy 48 hoursat most hotels), thefollowing
formulafor banquet attendance has been used: total registration minus children registration x 80% = expected
attendance. If you havetotal registration of 1500 and 200 children, theformulawould work asfollows: 1500 - 200
= 1300 x 80% = 1040 expected Attendance at banquet. Thisformulamay be adjusted down based on the most
recent experience of the National Board aswell astaking into cons deration what percent the hotel or catering, firm
will serveover theguaranteed number. Inall situationsit istheresponsibility of the President-Elect to makethefinal
banquet guarantee.

TheNACAA encourageshost statesto utilize methodsto determine amore accurate count of those planning to
attend theannua banquet. Thiscould include having participantspick up their tickets at aseparatelocation during
registration. Incentives might al so be used to get peopleto turnin unwanted ticketsbefore acertain deadline.
Example: having araffle drawing of turned-inticketswith thewinner receiving cash or aprize.
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BARBECUE ORPICNICCOMMITTEE

Thechair of thiscommittee should possess considerableskill in organi zing and managing alarge number of workers
aswell asahuge crowd of people. Thisisexclusively ahost state activity and as such the entire group attending the
AM/PICisinvited asquestsof host states.

Trangportationisarranged and provided by the Toursand Transportation Chair.

Consider ation of thefollowing at least two year sahead can assist gr eatly:

Consder distance from the meeting headquarters. Long distancesincrease cost and require more buses
to shuttlethe group to and from barbecue.

Aresuitablefacilitiesavailableintheevent of rain?

Doestheloca Health Department haveregul ationsregarding food handling, preparation and serving,
and are permitsrequired?

Will thesite beisolated enough to control “outside groups’?

Aresufficient tables, chairs(or other seating), drinking water, rest room facilities, and utilitiesavailable?

Duringthefinal planningyear:

Firm up commitmentsof all donated food.

Obtain necessary insuranceand health permits.

Check withthefacilitieslocation regarding insurance.

Determine necessity of any specia licensesif beer isto be served.

Assign committeesand work forcefor specific tasks such asfood preparation, serving, drinks, set up,
clean-up, parking, etc.

Organize sufficient serving linesto facilitate rapid movement and maintain crowd control.

Collect ticketsat beginning of serving line. Thispreventsgate crashersor personsaready served from
returning for seconds.

Where possiblestagger arriva timetoavoid“ rush” and “wait” Situations.

Constantly check withtheregistration chair on number registered and adjust food as necessary.
Consider 5 - 8 percent food supply aboveyour best count. You' Il haveworkers, busdrivers, or others
that need to befed.
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ENTERTAINMENT COMMITTEE

Thiscommittee providesfor specid featuresin theAnnua M eeting/Professional |mprovement
programwhich mightincludethefollowing:

A danceand/or well-known variety entertainer. Contract with local band, provide concessionfor
refreshments, and suitablefacilities.

Busi nessmeeting - make appropriate music or other entertainment avail ablefor beginning of each
morning session. Thisisespeciadly effectivewith door prizesfor usein“early bird drawings’ and starts
theprogram ontime. Door prizesand ticket distribution arethe entertainment committee's

respons bility and are provided by the host state.

Provideinformation brochureto assi st personsin selecting eating spots, churches, locd entertainment or
sporting events, service clubs, medical facilities, theater, golf courses, and other pointsof interest.
Includein registration packet.

Providefor possible pre or post-meeting tourswhere desirable. Arrangewith travel agenciesto handle
these completely with registration direct to agencieseither through prior publicity inthe COUNTY
AGENT and/or at registration desk. NACAA MAKESNO COMMITMENT FOR Y OUR SUCCESS.
Work with other committeesto determineany specia needsfor entertainment such asproviding music
for annual banquet. Check local requirementswith hotel asto union restrictionson any self-provided
entertainment such as providing your own organi<t.

Seethe section under Budget and Financefor therecommended sharing for entertainment
expense.
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EXHIBITSCOMMITTEE

Commer cial and Educational Exhibits-

Thehost state(s) should designateachair for exhibitsfor theAM/PIC. Thisperson should have adequate additional
committee membersto handle thefacilitation of thecommercial and educationa exhibits. Commercia exhibitsplay
animportant roleinincreas ng the opportunity for professiona improvement at theAM/PIC aswell asimprove
relationswith donorsand provide the host an additional method for producing the funds necessary to host ameset-
ing. Theexhibit chairperson should keep the NACAA National Board informed of issuesimpacting ontheexhibits
for their meeting. Contact and approva may start two yearsbeforethe meeting.

Thehost isexpected to provide space and managethe exhibits. Exhibitsshould behheld in an areawherethey
receivethetraffic of the NACAA members. It isexpected that the exhibitswill bedisplayed with proper exhibit
drapery and tables. Thehost should consider thefollowing issueswhen planning for exhibits:

1. Thephysica placement of theexhibitsmust not interferewith the other professional
improvement opportunitiesschedul ed,

2. Consder scheduling ampletimeand opportunitiesfor membersto view and visit commercial and
educationa exhibits. Exhibitsshould bemadeavailablefor the membership from Sunday
through Tuesday, with exact hours agreed uponwiththe NACAA Board. All exhibit hours
should belisted as part of the AM/PIC program schedule.

3. Host should consider scheduling activities (i.e. hospitality and drawings) intheexhibit areato
insure membership’s patronage when the exhibit areamust belocated in an areaaway fromthe
mainflow of meetings,

4. Host states should not only consider the needs of the exhibitsbut the exhibitorsaswell and set up
anexhibitor’shospitality room to usewhen NACAA membership isattending other activitiesand
not viewing theexhibits.

Thecost of providing space and drapery, signs, and any other costsare bore by the host for both the commercia
and educational exhibits. All feescharged for commercial exhibitsare kept by the host and may beused asa
method to assist in financing the host share of theAM/PIC. Feescharged for commercia exhibits must be ap-
proved by the NACAA Nationa Board at |east oneyear prior to hosting the meeting. National Donorsand Spon-
sorsarealowed onefree booth at NACAA expenseif their donationisat or abovethe$2,000.00level. Ex-
pensesthat are covered by National for those boothsare actual cost of those associated with the set-up of the
booth. Examples of these associated cost would be but are not limited to: pipe and drape, chairs, tableand table
coverings. National sponsorsthat would liketo exhibit but do not meet the $2,000.00 level can exhibit but will be
treated asthe other commercial exhibitors.

Educational Exhibits-Educational exhibitsareexhibitorsaffiliated with NACAA, other Extension professiona
organizationsor state universities, aslong asthey arenot selling aservice or product. All othersshould be consid-
ered commercia exhibitors. When the host hasdifficulty determining the proper classification of an exhibitor as
educational or commercial, they should consult the NACAA President for aruling ontheexhibitor.
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4-H TALENT REVUE COMMITTEE

All statesintheregion wheretheAM/PICisheld areinvited to nominate actsfor 4-H Talent Revue. Sometravel
expensesfor participantsand chaperons (where necessary) will be provided.

The processfor selection and notification of participantsisaccomplished by the Regional Vice Chair of the4-H &
Youth Committee. A closerélationship must be maintained between the Regiond Vice-Chair and theHost State 4-H
Talent Revue Committee Chair in order tofollow policiesand coordinate procedure. The Host state committee must
have acommittee representative with the Revue participantsfrom thetimethey arrive on Sunday until they leave
Tuesday.

Responsihilitiesincude:

1. Makereservationsfor block of roomsinonehotdl.

2. Selection of agood Master of Ceremonies. Work with national donor/sponsor representative
to select agood director/ choreographer.

3. Meetandgreet dl act participantswhenthey arrive. Assist with receiving specia equipment usedinthe
act (someof thismay need specia storagefor safekeeping) if too largefor deeping room.

4. Providefor orientation meseting.

Arrangefor necessary stage and equipment needs. Thishad to be coordinated with each act to determine

specia needs.

6. Conductadressrehearsal. (Pictureswill betaken at thistime).

7. Providefor publicity “back home” aswell as scrapbook.

8. Arrangefor post revue cast party, paid for by sponsor, in addition to the expenses.

9. Arrange get acquainted and recreationtime.

10. Dressing roomsare needed for privacy and must be secured while show isin progress. Assistanceis
often needed for quick clothing change. Sewing on buttonsor safety pinsisawaysneeded.

11. Savestrongest actsfor end of show.

12. Entrance and exitsfrom stage should be safe and correct height.

13. Itisdesirablefor the background of stage should beat |east eight feet high.

14. Determine number and typesof microphonesneeded (neck, hand-held or standing.)

15. Opendoorsto performance 45 minutes ahead.

16. Startontime.

17. Recognizecommittee before show.

18. Prepareafindewithdl actsparticipating.

o

Theentirefunction could be subdivided into reception and hospitaity, staging and props, and
“after revue’ party.

Theprocedurefor billing the4-H talent revueisasfollows:

1. Sponsor will sendtota alocation, except for post revue cast party, to NACAA Treasurer according to
procedures established by NACAA President-Elect.

2. NACAA will determinemeal cost reimbursement and make bulk allocation for mealsin NACAA check
for travel expenses.

3. Travel receiptsshould be presented to NACAA treasurer who arrangesfor cashing of checks.

4. Thehotd needstobill the NACAA Treasurer for roomsused for the Talent Revue.

5. Videotapesfothe4-H Taent Review will not be sold dueto legal and economic ramifications.

See the section under Budget and Financefor the recommended sharing for 4-H Talent Revue

expense.
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FACILITIESCOMMITTEE

Thiscommitteerequiresachair who isagood organizer, looks after detailsand remainscalm under pressure. This
committeechair isthe*go between” the hotel management and theentire NACAA AM/PIC. The Fecilities Commit-
tee Chair should betheonly personto directly deal with the hotel management for facilities.

FACILITIESAND ROOMS
Thechair should consder thefollowing facility needs:
1. EdingFadilities
Onelargedining room for theAnnua Banquet with seating 1,500 to 2,000 depending on wherethe
mestingisheld.
2. Mesgting Rooms
 If possible, have aseparatelarge room for large meetingsto accommaodate expected attendance
for general sessons.
* Roomsconveniently located for thefollowing functions.
Host State headquarters
Board of Directorsand Nominating Committee’smeeting room.
Pressheadquartersand publicity room.
Spouses headquartersroom.
Youthroom.
Children’sroom.
LifeMembersroom.
Storageroomfor supplies
Adequateroomsfor four Regiona Mestings, professiona improvement programs, poster
session, exhibits, NACAA committee, and other meetings.
3. Guest Rooms

« A block of 1,000 or more guest roomsin the headquarters and nearby hotelsand motels.

» A sgned contract or agreement shall be drawn up with the hotel, municipa auditorium, or
other facility beforetheAnnua Meeting and Professional |mprovement Conferencelocation
isannounced. Such contract shall bind the hotel to adefinite number of meeting and guest
roomsat fixed rates per room. The guest room rate, and number of each shall bepublicizedin
thespringissue of The County Agent prior to theAnnual Meeting and Professiona
Improvement Conference.

SeE oo

Thiscommittee must coordinate with other committees such assigns, decorations, flowers, and visual aid or other
equipment. A subcommittee may beresponsiblefor thelatter three categoriesbut sincethey aresuch anintegral part
of ameeting room, they can be better coordinated thisway. Oncearoomisreserved (seeEXHIBIT E), the
flowers, equipment or signsnecessary arereally apart of setting up theroom. If aroom assignment ischanged after
the scheduleiscompleted, obvioudy the signs, equipment and decorationshaveto be changed also ... sometimes
this can happen at near zero hour!

The deeping room reservations should be handled through the Facilities Chair or the city convention bureau.
NACAA PREFERSTHAT CONVENTION BUREAUSNOT HANDLE RESERVATIONSUNLESSTHE
HOST CITY ISESPECIALLY WELL SUITED TOASSISTWITH THISASPECT OF THE REGISTRATION
PROCESS. NACAA hasan obligationtofill the number of roomsallotted at headquartershotel if the hotel has
furnished meeting roomsand many extrasat no charge. Listing too many hotelscan
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FACILITIESCont’d

spread the group out and |eave the headquarters half empty. Thishascost NACAA in the past. For example, 400
roomswill yield 8 or more complimentary rooms. Thesearefor useby NACAA officers, and Board and
Committee Chairs. The President of NACAA should make these complimentary room assignmentsahead of timeso
each of theabovewill havethereservations confirmed from that specific hotel.

About 5-6 monthsahead of the meeting, the Officers, Directors, Chair, or otherswho might need meeting room
gpace are sent ameeting room and facility request form. (See Exhibit F). Theseformsare used for developinga
schedulefor hotel swhich up to thistime have made only blanket reservationsfor NACAA during theentireweek.
Emphasisshould be placed on securing information well ahead of time concerning set-upsfor each function (Ex.
microphones, lecterns, etc). Thiswill €liminate confusion during themeeting.

Many signsare availablefrom the previous meetingswhich can be used again. However, many new signsneedto be
made, all ahead of timeif possible. The upcoming Host State Committeeresponsiblefor signsshould makesureall
signsare collected and prepared for shipment to the next Annual Meeting and Professiona I mprovement Confer-
ence. Last minute changesmakeit necessary to have asign maker or computer and laser printer availableat the
hotel on Sunday since most changes or additionsare known by then ...thissaves money. Requestsfor decorations,
signsand flowersaremadein advance. (SeeEXHIBIT G).

EQUIPMENT (seeEXHIBIT H) such asprojectors, blackboards, screens, etc. may be borrowed
from County, Regional or State Extension Officesto save money. Theseare checked out froma
secretary in the equipment room.

Flowerscan be an expensiveitem but thiscan be minimized by using flowersmultipletimes.
Thiscommittee should providealist of suggested camping facilitiesavailableinthearea. A statement relating tothe

easeof driving to and fromthe AM/PIC site should beincluded sincevariouscitiesdiffer widely in problemswith
traffic congestion, €tc.
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HOSPITALITY COMMITTEE

Thiscommitteeis charged with asnack bar or program breaksresponsbility wherefood and snacksrepresentative
of theareaor from other areasare available during the specific timesfor those attending theAM/PIC.

TheNational Board hasindicated that they do not feel that this need be elaborate or afreemeal but rather aplace
for fellowship whileenjoying asnack. If complementary breaksare not possible, thiscommittee should arrangefor
food to be purchased at convenient locationsin relation to themeeting. Coordinatethisclosely withtheNACAA
President so it can blend into the program.

Hotelsareoverly expensiveif they do thework and up to now they have“ surrendered” to | etting thisCommittee
work intheir facilities. Donated itemsreducethe cost tremendoudly. However, the hotel may resist thissinceit
substitutesfor additional salesthey would otherwisemake. They’ Il be quick to say that thisisthe only group that has
ever donethis, but somejawboning intheinitial stagesof selecting aheadquartershotel will get thejob done. These
negotiations should be made prior to signing acontract!

During the actual meeting, timely and well-placed cash tipswith theright personnel get many impaossiblethingsdone.

Coffeebreak periods.,, if included inthe program, must be short in order to adhereto program schedulesand must
be handled quickly by having numerous* stations’ availablefor service. Plenty of hepwill aidinthisrequest. The
decision asto whether or not haveto scheduled breaksistheresponsbility of the National President in conjunction
with the National Board and the Host State Committee. In recent years, “forma” breaks have not been held during
the general and business sessionson Monday, Tuesday, and Thursday. Thishas encouraged general session atten-
dance; refreshments, if provided, have been avail able outside the general sessionroom.

Seethe section under Budget and Financefor the recommended sharing for Hospita ity expense.
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INSPIRATIONAL SERVICE AND OPENING CEREMONY COMMITTEE

Since NACAA beginstheAM/PIC on Sunday evening an Inspirational Service (tofocusontheinspirational side of
professional improvement) isprovided aspart of the Opening Ceremonies.

Thiscommittee, IN CONSULTATIONAND CLOSE COOPERATIONWITH THE NACAAPRESI-
DENT, plansan appropriateinspirational program. A combination of speakers, music, reflection, and visual effects
can beused. The NACAA President presides and wel comesmembers, spouses, familiesand guests.

Thelnspirationa Serviceisto bean opportunity for all membersto reflect ontheir own valuesand beliefsand to
sharevaried experiencesoffered to NACAA membersastheAM/PI Cismoved from region to region of the United
States.

Special musicisoften presented asan adjunct to the program. It may beaspecia choir or choral group, recognized
locally or nationaly. A mixture of religious, patriotic, or other music appropriateto the occasion addsto the Inspira-
tiona Program.

Each State A ssociation President or representativeisto post their state flag asabackdrop to the Opening Cer-
emony and therest of the general sessions. The presentation of state flags recognizes each state asapart of
NACAA. Thestateflag ceremony iscoordinated by someoneassigned by Nationa President, thisindividual
typically hasbeenthechair of the Opening Ceremony Committee.

The State Flags, polesand stands arethe property of NACAA and are shipped to the next host state after each
AM/PIC. Itistheresponsbility of theincoming host stateto cover the cost of shipping to their state. A committee
fromthe next host state, under the supervision of their Facilities Chair, isresponsblefor taking down theflags,
banners, etc. after theannua banquet, and preparing them for shipping. The next host stateisexpected to storeand
carefor theflags, polesand stands. Prior to the AM/PI C this equipment should be checked out to assure everything
isingood working order. Some other nationa extension organi zations usetheflagsin between AM/PIC’s(at their
expensefor shipping); the host stateisresponsiblefor care between meetingsand during the meeting.
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LIFEMEMBERSCOMMITTEE

TheLifeMembersof NACAA and their spouseswant to and should be an integral part of theAM/PIC program.
TheNationa LifeMember Chair, helpsto coordinatethe special activitieswhich are organized. Though integratedin
thehotel facilitiesrather than in one specific hotd, the Life Membersdo enjoy atimetogether. A meal function
servesthispurposewell and alowsfor the el ection of committeeleadership to servethe coming year.

A hospitality roomfor meeting formally or informally can assst in old friends getting together to swap stories, dides,
or inorganizing mini-toursin or around the city. The committee can assist by making information available concern-
ing interesting sightseeing attractionsand touring facilitiesfor small groups (6-8 people). A presentation about area
atractionsor atravelogue could well bethe meal function program. Life Membersenjoy entertainment sincethey
areretired and each of the activitiesought to be geared to thisidea.

Donorsfor Life Membersactivitieswill be handled like other national sponsorsand will becomeapart of the
NACAA respongbility.

Seethe section under Budget and Financefor the recommended sharing of Life Member expenses.
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PUBLICITY COMMITTEE

Thiscommitteeisliteraly the pressagent for theAM/PIC. It isresponsiblefor producing advance publicity and
promotion, newsreleases, tapes, copies of mg or speeches, contactswith mediarepresentatives during the meeting
aswell asfollow-up with reportsor publicity on resultsof the meeting.

The publicity committee may want to tiein variousactivitiesof the committeewith thelogo and/or theme on pro-
gram covers, newsreleases, tickets, etc.

Encourage attendance by highlighting specid eventsfeatured at theAM/PIC inadvance publicity in The County
Agent and in promotion material senttoall NACAA members. NACAA will pay postage and provide address
|abelsfor onerelease (does not mean acostly Chamber of Commerce packet) to all membersbut provideonly
address|abelsfor asecond mailing. Travel agenciesand Convention and Visitor Bureaus may assist withthis
function. Sending the basi ¢ photocopied registration formsishel pful to thosethat havelost their County Agent

magazine.

Provideadaily newdetter listing schedule changes, specid instructions, local interest stories, and other information.
Having newdettersavailablefor pick up at various convenient locationsfor theearly riserseach morning can dimi-
nate many specia announcementsand lengthy instructionsfrom the podium.

The publicity committee canwork effectively in advancewith TV, radio, and the printed mediafor on-the-spot
coverage of themeeting. Editors of farm magazinesin theareashould receiveinvitationsto attend theAM/PIC.
Provide apressand mediacenter wherereporterscan comein, makecalls, feel comfortable, haveacup of coffee,
and getinformation dl at thesametime.

Theremay berequestsfor copies of speechesgiven during the meeting. The Nationa President, Committee Chairs,
Committee Chair, Director and otherswho arrangesfor aspeaker should request acopy of the speechfor The
Proceedings. The Committee should devel op adeposit placefor material sto be publishedin The Proceedings.

Secretarial helpisneeded for two functions: 1) to do dl thetyping for the publicity committee; and 2) to typefor
National Officers, Board membersor otherswho need on-the-spot typing. Two secretarial personsshould be
availablein the pressroom and or the headquartersroom during the day-time hoursto do the quick typing jobs, be
abletorelieve each other, and cover the pressroom.

Extens on secretariesfrom nearby countiesarewell suited for thistask. Remember all the necessary secretarial and
office supplies. With continuous coverage of the pressroom and or headquartersroom, the secretarial support staff
can aso check out visua aid equipment.

Because of the popular use of portablelaptop computers, it isimportant that pressroom computersbeversatile
enough to handledifferent word processing programs. Many officers, committee chairs, etc. will smply want
something printed or reproduced that they have developed

Photographersand photographic serviceisprovided by NACAA during the Annua Meeting and Professional
Improvement Conferenceisneeded for both follow-up for The County Agent aswell asdaily releasesto the news
media Theeditor of The County Agent and the editor of The Proceedings should work withthe publicity chair to
planthepublicity they want.

Seethe section under Budget and Financefor the recommended sharing of publicity expenses.
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RECEPTIONAND INFORMATION COMMITTEE

Thiscommitteeisrespons blefor assisting membersand their familiesupon arrival inany way possible. Inlarge
congested airports, thismay mean aseparate, well-marked information booth to assi st with information on transpor-
tationfromairport toAM/PIC site. A largereception detail can assst with arrivalsat hotelsby providing parking
information, whereto unload luggage and other materias (exhibits, etc.) and to extend afriendly wel cometo every-
one.

During theremainder of theweek, threeimportant tasks must be covered:

» recognizeandreceiveVIP' S, such asprogram participants, guests, etc.

*  provideaninformation desk for dispensing al kindsof general information.

* Atelephonehook-upisessential and callscoming to the hotel about the AM/PIC should berouted to
theinformation desk for further action. The phonenumber for thisphoneshould bepublished in
TheCounty Agent so familiesattending can leavea number back homewherethey can be
reached duringthemeeting. Thenumber should also bepublished in theAM/PIC program. Too often
thehotel will relay all incoming callsof thisnatureto the pressroom wherethey’ renot inapositionto givethe
necessary assistance. Obvioudly, there needsto be close coordination between theinformation desk and al
other committeesparticularly the Publicity Committee.

TheNACAA President will coordinatethe plansfor receiving VIP swith the Nationa Board and Reception Com-
mittee. Theinformation desk should cover thefollowing responsibilities:

* Lostand Found

*  Messagestoindividualsand groups

*  Questionsconcerning programs, housing, facilities

»  Giving out generd information about eating places, entertainment, placesto go and thingsto see, etc.

»  Keepabreast of last minute changes as communi cated by other Committee Chairsand NACAA Officers.

Thiscommittee can aso handlethe State picture schedule. Selecting the official photographer (through abidding
process) isthe Nationa Boardsresponsibility. Two setsof bleachersfor accommodating alarge group of 70-100
and two for small groupscan assist greatly in the State picturetaking process. While one state group ishaving their
picturetaken, the other state group can be setting up. Stateswith small groups havetheir picturestaken by another
photographer who can a so takethe DSA and AA State group with their spouses asarranged for and assisted with
by the Chair, Recognition and Awards Committee. Some host states establish aseparate* State Pictures Commit-
tee”.

State picturesare generally taken Sunday and Monday eveningswith picturesavailablelater intheweek or sent by
mal.

President’s VIPWelcoming Committee- The NACAA President shall name aReception Committee each year
to function in cooperationwiththeloca Annua Meeting and Professiona |mprovement Conference Reception
Committee. The Chair of the Policy Committee shdl beresponsiblefor organizing thiscommittee. Thiscommittee
shall be composed of some membersof the Board, Past National Presidents, and State Presidents as appropriate.
Thefunction of thiscommitteeisto provideacontact at the registration areato welcome and answer any questions
that speakersor other VIP smay haveasthey arrive.

26



REGISTRATION COMMITTEE

Thiscommitteeisresponsiblefor al aspects of theregistration process. It hasagreat deal of work prior tothe
actua meeting and demandsaChair who organizeswell and followsdetailsvery closely. The Chair should work
closaly withthe NACAA ExecutiveAss stant to secure theregistration software and receivetraining onitsuse.

Thecommitteeisoneof thefirst contactsfor an arriving member. A negativeimpression of theregistration process
can adienate peopletoward other parts of the program.

After making and updating an estimate of attendancefigures, the committee should publishinthe Springissue of the
County Agent, completeinformation onregistration, including registration forms. Uselast year’sissue of The County
Agent asaguide. A god of at |east 85% should be set for pre-registration with payment. Pre-registration without
payment should not be used. Pre-paid registration feesare to be returned to those who are unabl e to attend the
meeting and meet therefund policy. Refer to NACAA policy regarding therefunding of registration fees. After the
closeof theAnnual Meeting and Professiona Improvement Conference, acopy of theregistrationformisgivento
theTreasurer, NACAA, for each prepayment. Indicate ontheformif only apart of thetotal registrationfeeisto be
refunded (asper refund policy). All refunds of registration feesare made by the NACAA Treasurer.

Theregistration form providesfor the correct namesand mailing addresses, region, voting delegates, officers,
guests, tour choices, and other information the National Board requires. The host state may want to usetheregistra-
tion formto hel p determine program or activity choicesparticipantswish to participate. Past AM/PIC’ sand the
National Board can be hel pful to develop aregistration form. Past experiences showsthat 90% of those pre-
registered do actually attend and about 90% pre-register.

Pre-registration for toursworkswell andisencouraged. Thisencouragesearly registration which assiststheAnnual
Meeting and Professiona Improvement Conference committeein doing abetter job of planning.

Oncepre-registrationsarereceived, apost card or computer notice acknowledging receipt of registration and
possibly tour assgnment should be used for confirmation.

Ribbonsand sealsare provided by the National Secretary. TheAM/PIC Chair should be prepared at the Winter
Board Meeting to present aresolution to the board requesting that alocal bank be named asfollows: “ Bank be
named asdepository for registrationfees’. Signature cardsfor the National President and National Treasurer should
be prepared. Two signaturesarerequired for all withdrawal of funds.

Monthly reportson al fundsreceived for registration (assper EXHIBIT K) aremade by the Registration chair and
AM/PIC Treasurer. The special registration bank account setup for the meeting isan NACAA account, not ahost
state account. The host state Registration Chair and AM/PIC Treasurer should work closaly withthe NACAA
Treasurer in managing theregistration bank account.

A State Registration ledger or computer program will facilitate easy accounting of all registrantsfrom each stateand
providefor aready check onany individuasoncetheir home stateisknown. Consult with other stateswho have
hosted an Annual Meeting and Professiona I mprovement Conferenceregarding computer programs.

The Specia Assignment Registration Chair should be bonded at the expense of NACAA.
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REGISTRATION Cont’'d

Tickets

Theregigtration committee should beresponsiblefor all ticketsin the registration packet so that appropriate colors,
etc. can beused to make easy identification for variousevents. SeeEXHIBI T L. All printing for theregistration
packet, including tour ticketsand other items, can be done by one company (or by the host state on computer)
resultinginasavingsin cost. Lifemembers, members, spouses, children and guestsmay need different ticket packs
sncethey each havedifferent activitiesto attend.

Reimbur sementsand Complimentary Registrations

Reimbursements of registration feesand complimentary registrationsfor theAM/PIC areasfollows:

* Donors

»  Specid guests. The President of the NACAA hastheauthority to grant complimentary registrationsto special
guests

*  Personsappearing on the program except NACAA members. However, NACAA membersthat are national
winnersmaking oral presentationsat theAM/PIC aredigibleto receivearegistration fee reimbursement

*  Representativesof related organizationssuch asfarm organizations

» Officid Representativesof the other extension professional organizations, NEAFCS, NEA4-HA ; ESPand
ANREP

*  NACAA Committee Chairs, Council Chairs, Regiona Committee Vice Chairs, Officers, Directors, Vice
Directors, Editor of The County Agent and Editor of theAnnual Meeting and Professiona Improvement
Conference Proceedings

e ThePICand EDC committees have been budgeted $500 each to support programming conducted by each
committeeat the annua meeting. Somemay chooseto usethefundsfor registration reimbursement for non
NACAA member speakers, etc.

* Frg-timefeewaiver for those attending their firss Annua Meeting and Professional Improvement Conference
with lessthan five years service. Must be documented by immediate supervisor.

Registration Feesand Tickets -

Notice should be givenin The County Agent concerning registration feesand specid ticket charges, if any. Bus
ticketsand special event tickets, for which aspecia chargeismade, shall be sold at thetimeof registration. Admis-
sonto specia events, including all meals, shall beonly to registered personswith the appropriatetickets.
Theregistration feesfor theAM/PIC and daily ratesshall be set by the NACAA Board of Directorsat theWinter
Board Meeting (for members, spouses, children, Life Members, and visitors).

Guest regigtrations should pay for thelength of their participation at theNACAAAM/PIC. For example, if afamily
member of anational officer comesto themeeting for theAnnual Banquet, then they should pay the cost of an
Annua Banquet ticket. If they comeand participateinaday’s program, thenthey should pay the day ratefee.
Host state membersand familiesare al so assessed aregistration fee.

Membersof the State A ssociation that are hosting the AM/PIC and attend the AM/PI C should pay theregistration

fee. TheAM/PIC Committee Chair will make arrangementswith the National President concerning whether to
register non associ ation support staff volunteers.
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REGISTRATION Cont’d

Refund Policy

There shall bea90% refund of registration fee when arequest ismade 30 daysor sooner beforetheAM/PIC.
There shall bea75% refund of registrationfeeif requestismadeform 15-29 daysbeforethe AM/PIC. Thereshall
bea50% refund of registration feeif arequest ismadelessthan 15 daysand prior to theend of theAM/PIC. No
refundswill begivenif arequestismade after the close of theAM/PIC. Appealsdueto emergency will behandled
onacase by casebasisby the NACAA Board. Effective2004.

TimeUse

The program time shall be divided asfollows: (1) speakers- 30t0 40%, (2) committee reports-20 to 30%, (3)
entertainment - 10 to 20%, and (4) tours- 10to 20%. TheNational President shall designatetimeallotted for each
committeereport and sel ect those where panelsare to be used.

| dentification Tagsor Ribbons

All NACAA members, their family, and visitorsshdl receive an appropriateidentification tag or ribbon during
registration. Spousesshal have adifferent color nametag. Guestsand donorsshall receiveadistinctivetag or
ribbon. Nationa Officers, Directors, Committee Chair, Past Officers, and first-timersshall also beidentified by
distinctivetagsor ribbons. Inventory of ribbonsismaintained by NACAA Secretary.
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SONSAND DAUGHTERSCOMMITTEE

Thiscommitteeisresponsiblefor planning activitiesfor theyouth of county agent familiesattending theAM/PIC.
Whiletheyouth attend some of theregular program such as Sunday Evening Inspiration Program, the4-H Talent
Revue, thebarbecue, etc., itisobviousthat with arangein agefromthecradleto 18, avariety of activitiesis
needed. Youth 19 and older are charged thevisitor rate.

Theprogram can be divided into three categories. tours, youth center for recreation, and evening activities. The
youth center isprimarily theday time activity areawith asection set apart for those under 6 which may even provide
cribsfor toddlersand other appropriate gamesand toys. Professional, licensed day care providersarerecom-
mended for children 6 and under. Seethediscussion in the Budget and Finance section of thishandbook for the
policy related to day care expensesshared by NACAA. Thetoursare scheduled for older youth (4-H age) asan
educational opportunity. Evening programs (dancesand recreation) give specia opportunitiesfor older youth to get
acquainted aswell ashavetheir own concluding banquet separate from the DSA banquet.

Itisuseful to havetoursand other activitiesreturn to the youth center. Thisalows parentsto meet youth at specia
times. Itisalso useful to have spousestoursreturn dightly ahead of the youth tours so parentsare back beforetheir
childrenreturn.

Some parents may opt to participatein youth toursor programsrather than other offeringsin the program. Parents
participation isencouragein order to provide addition supervision and chaperones.

Arrangefor a“ get acquainted party” thefirst evening to help the youth ease some of their fearsand hel p the parents
through theentireweek. A leader for group games, music, and light refreshmentsisusualy al that isneededin
addition to plenty of supervison.

Tour buses should be arranged by the Transportation chair so that only one person deal swith the bus company.
Plenty of adult supervisionisneeded for thetoursaswell asall other activities. Food for refreshmentsand the
banquet should includefavoriteteenageitems. A hamburger platedinner or pizzafor thefina banquet hasbeenwell
received by teensat previous meetingsand iscost effective.

Youth center equipment such aspool tables, tabletennis, tables, jukeboxes, video games, etc. aredifficult torent
and may haveto be borrowed, so checking well in advance may savelast minute problems,

See the section under Budget and Financefor the recommended sharing for the Sonsand Daughtersprogram.
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SPECIAL MEALSCOMMITTEE

All meal arrangementsother than the banquet are handled by thiscommittee. Theseinclude sponsored breakfasts,
luncheons, and dinnerswhich are handled in coordination with the National Committee Chairs, or Officersof
NACAA. Havethe National Committee Chairsor Officersarrangefor these asearly aspossible (4-6 monthson
formsasindicated (see EXHIBIT I). Itissuggested that states attempt to securemeal pricesasearly aspossible,
even at thetimethat contractsare signed.

Menusare obtained from the hotel or catering service by the January Board Meeting and, following approval, are
mailedtoall presiding officersfor each meal function requested. In casethereisasponsor, the presiding officer will
make the contact and coordinate the arrangementswith the sponsor.

A completelisting of needsby functionismadefrom request formsfor signs, head tablerequirements, flowers, and
equipment, etc. asneeded. Fina arrangementsare then confirmed back to presiding officersfor review a ong with
guaranteepolicy of hotel.

Note- Head tables should be discouraged becauseit often putstheleadership of NACAA at ahead tablewhen
they would prefer to sit with the membership who attend the event. In today’ sworld of recognition the head table
concept isused lessin order to reducetheimpression of statusand levelsof prominence.

Giving guaranteesisprobably the biggest problem thiscommittee hasto ded with. Since most hotel sor conventions
facilitieswill serveapercentage over the guarantee, thiscommittee should consider guaranteeing lessthan expected
becausehistorically, not all the peoplewho register to attend ameal function do attend. Usethe previousyear’s
information asagood guideto assist in making guarantees. NACAA specia mea sfilling up empty seatsat thelast
minutewith host state committee peopleisusualy better than having asponsor pay for empty seats. (Included are
forms— see EXHIBIT J). Only the Special Mea s Chair should sign bills presented by hotel for payment, and
hotel people should be so informed. See the section under Budget and Financefor the details.
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SPOUSESCOMMITTEE

Thiscommittee hoststhe spousesto variouseventswhich providethem with entertainment aswell aswith cultural
and historical activities. Early inthe planning, takealook at what specia featuresyour areaoffersthat would be
appealing to spouses. Favors, local sitesand shopping guidescould al be part of the spouses programs. Host
states should recognizethat County Agentsare of both gendersand likewise spouses ar e of both gen-
ders. Asthenumber of membersof NACAA who arewomen increases, special consider ation should be
given to male spouse programsaswell. Men who are spouseswill morelikely attend the AM/PIC when some
programsare designed to match thereinterest. A get-acquai nted time bringsthe spousestogether for perhapstheir
first meeting and hel psin making new friends. Workshops rather than shopping tourshave proved very successful.
Fashion showsand tourswith or without lunch areaways popul ar.

Redlizethat some spouseswill opt to accompany their children ontoursor to programsrather than participateinthe
spousestoursand programs. Other spouses may chooseto participatein theAM/PIC program designed for the
membership. When the program designed for the NACAA membership may appeal to spouses, thisinformation
should be shared with spouseswho attend theAM/PIC.

Specid provisionscan aso bemadefor public school teachersto get professional improvement credit by arranging
withlocal school adminigtrationsfor atour, seminar or smilar workshop-type program. Thishas proven successful
inthe past and isrecommended but not required.

Trangportation for spouses programsisfurnished by the Toursand Transportation Chair.

See section under Budget and Financefor the recommended sharing for Spouse expense.
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FIRST TIMER COMMITTEE
Thiscommitteeisresponsiblefor arranging for and promoting the First Timer Luncheon.
Thework of thiscommitteeis coordinated with the National Committee Chair for Public Relations.

Membersand spouses attending theAM/PI C for thefirst time are eligible and encouraged to register for the First
Timer Luncheon.

Theregistrationformin The County Agent asksfor the“First Timers’ attending theAnnua Meeting and Professional
Improvement Conference. From thisinformation, ticketsare provided in theregistrations papersfor theluncheon.

The Squanto pins, registration cards; and any other specia information and material should beinventoried and
received by the chair for thefollowing year after the First Timer Luncheon

Seethe section under Budget and Finance on how costs are shared between the host state and
NACAA.
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TOURSCOMMITTEE

Thiscommitteeisone of themost important and most difficult committee assgnmentswith agreat dedl of advance
planning, attention to detailsand follow through. Sincethisisabigitem for host state budgeting, seethedetailed
budget sharingfor transportation found in the Budget and Finance section of thishandbook.

Tour Selection: The Chair shouldrely first ontheAM/PIC for guidancein selecting tours. The NACAA Executive
Committeewill usually providefinal approval for tour arrangements. Somemay find it suitableto use the guidance of
aTours Committeein making selectionswhile others might wish to propose numerousfeas bletoursfor the Tours
Committee'sconsderation. In most casesit will be necessary to makeabrief feasibility inquiry of the host facility
beforeatour can be proposed for Committee approval.

In selecting toursconsider areas of uniquelocal interest. For example, many large citieshaveindustriescommonto
other areas, but an agent may not have accessto one of thesein hisown area. So providing abroad base of toursis
important. Criteriafor kinds of toursand space available by tours hosts should be based on uniquelocal character-
istics. A widevariety of tourswith abroad range of interest isimportant. Generally, toursfeaturing historical stes,
ornamental horticulture, and areas of scientific endeavor prove popular. Onetour featuring 4-H and youth programs
isadvisable. Toursfeaturing traditional agricultural production should beincluded. Final salection of toursshould be
made at |east oneyear beforethe AM/PIC with availability confirmed at |east 6 to 9 months prior to the meeting.

To help solve bus shortagesthat occur in somecities, the Professional |mprovement Tours can belimited to Asso-
ciation Members, LifeMembers, and VIP S. Specia toursfor spousesand children can be planned separately by
those committees. Limiting the professiona toursto the above can give moreintense use of toursasaprofessional
improvement tool and consequently appear lessasapleasure or sightseeing tour. Past tours haveincluded spouses
and children wheretransportation isnot alimiting factor.

Planning: Thelength of thetourswill bedetermined by factors, such astimefor travel, timeat tour facility, and any
needed rest breaks. Whether nearly full-day tours should be considered or half-day trips planned isbest determined
by thelocal Annua M eeting and Professional Improvement Conference Committeein consultation withthe Presi-
dent of NACAA. When nearly al day toursarefollowed by evening activities of the meeting, areasonablerest
period beforetheevening activity isdesirable.

Publicity for tours should beincluded inthe Spring I ssue of The County Agent prior totheAM/PIC. A handout
describing thetours should be availableinthe magazine and at registration. It isdesirableto include an estimated
timelengthfor al tours. Distanceto betraveled and for each tour isrelativel y unimportant sincetravel timesvary
withlocal conditions. Information about amount of walking, steps, etc. isparticularly important to handicapped or
older familiesto assst theminmaking adecision.

Immediate Pre-Meseting Activities. Separateticketsare needed for each tour. Sequential numbering of tickets
providesanimmediate assessment of registrationfor tours. Theregistration for toursat thetime of making meeting
reservationsisdesirable. Early registrantswill then have maximum opportunity to select thetour of their choicewnhile
late registrants may haveto settlefor asecond or third choicetour.

Agentsshould be asked to pre-register for toursby rating thetour choices. Assign highest tour choice on aspace
availablebasis. Tour tickets should be reserved upon receipt of pre-registration and acard sent to registrants
confirming tour assgnmen.
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TOURSCOMMITTEE Cont’d

TheTour Chair and the Transportation Chair should keep aconstant check for tour selections. If aninsufficient
number of people select atour, it can be canceled entirely or the number of buses can be reduced and extraequip-
ment canceled. Certaintourswill fill quickly and then haveto be closed dueto limitations of tour facilities.

Execution: Tour departuretimesand places should be publicized through the daily newd etter and/or through a
specia handout in theregistration packet. Host state members should befamiliar with tour departuretime and
places. Eachtour group should have atour leader to bein charge of the overall group regardiess of the number of
buses. Guides should be provided on each busto assist whenever and however needed. Itisespecialy important
that tour leadersalonewith each tour guide beintimately familiar with therouting for their tour. Getting lost or evena
wrong turn hasastrong impact on the success of thetour. Each bus should haveasimple, hand-lettered signwith
thetour number and name.

Guides should be expected to giveanarration about points of interest and genera background information about the
local areawhiletraveling to thetour site. Most tour facilitieswill providetheir own guidesand, infact, thisshould be
aconsderation when selecting tours. Theroleof thetour leader and the tour guide cannot be over-emphasized as
thisisthe‘grassroots contact between your guestsand theyou asahost state. Interesting factsand figuresaong
with history can usually be obtained through local county and state agencies. I nexpensive handout material can
sometimes be used to supplement anarration given by thetour guide.

Haveeach tour depart nolessthan 5 minutesafter the assigned departuretime. Ingeneral, meeting participantswill
beready to load buseswell ahead of the scheduled departuretimes. It isimportant to consider astaggered schedule
of loading and departures asthisavoidsalarge number of people assembled at the departure point where crowd
control isaconsideration. If loading spacefor tour busesislimited, consder boarding intervalsof 15to 20 minutes.

Printed tickets, if possiblein different colors, will be needed to prevent peoplefrom boarding busesfor themore
popular tourswhich have beenfilled. Such asituation only leadsto embarrassment. Tour leaders and tour guides
should bewel| orientedin all aspectsof ticket collection so that peoplewithout proper ticketsdo not board buses.
Police ass stance at theloading areamay be desirable depending on traffic conditionsand facilities. Have people
load busesfromthe curb side only!

Thehost state must take care before reassigning tour tickets of individual/sthat have not picked up their registration
packetsand indicated that they will bemaking late arrivals.
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TRANSPORTATION COMMITTEE

ThisCommitteeisoneof themost vital Committeesfor theAM/PIC to properly function. Detail planningis
necessary! The planning processbeginswell in advance of theAnnua Meeting and Professiona Improvement
Conference (18 months).

All transportation needs should be coordinated through the transportation committee; Professional Tours, Spouses,
Sonsand Daughters, LifeMembers, VIP, Airport, Hotel, Campground and movement of supplies.

Severa buscompaniesshould be contacted, if available, outlining detailsof needed transportation. If available,
contracting for transportation isbest done through one supplier. Thislessensthe complicationsof providing suitable
service. The contractor may insist either on asizabledeposit beforethe date of use or pre-payment infull. Contracts
inwriting areamust. Specificationsfor cancellation should be provided so aminimum or no chargearrangement is
understood for cancellation prior to agiven date or time. Canceling the use of the equipment after it arrivesat the
departure point will be more costly than if done beforeleaving the bus service area. Consider rest room needsfor
each tour so rest room equi pment can be used onlong tripsand where no facilitiesare available at the tour location.

Where practical, choose tour-type buses, and if needed, provide air-conditioned equipment. Busesshould have a
public address system for easy use of thetour leader. Agents have expressed agenera didikefor using school buses
for tours. If these must be used, limit travel to very short distances.

The Registration Chair should work closaly with the Transportation Chair by providinginformation on arriva times

(air and ground), hotel location and those staying at campgrounds. All committee chairs should keep thetransporta-
tionchairinformed.
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EXHIBITS
Exhibit NACAA AM/PIC Bidding Suggestions
Final Report Form (to be presented to the National Board after theAnnual Meeting)
Disbursement Form
Exhibit Request Form
Meseting RoomAssgnments
Meeting Room & Facility Request
Decorations& SignsRequest
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Equipment Request Form
Special MeasRequest
Specid MealsReport
Monthly Registration Report
Ticket Packet Sample
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