AAUW NC Sate Convention NOTES
Preparation Guide and Checklist

Documentation:

¢ 2004 Convention Guidelines Revision Committee: Mary Peterson, Lill Van Order
and Marty Folsom. Edited to make copy more concise, reflect technology
advances, update officer and board members' titles, deadlines, reformat to a
checklist and provide for annual evaluation and revisions. Adopted October 2004.

¢ 1992 Convention Planning Committee, HilaR. Stratton chair, edited to update
terminology and factswith no substantive changes, Raleigh Committee, Summer
1992.

¢  Report adopted in 1980.

¢ Convention guidelinescommitteewill solicit feedback from officersand chairs
below immediately following each convention and make appropriate revisions
prior to copying and distributing to new officersand convention team. The
committee consists of the program vice-president, outgoing convention chair and
Tar Heel News editor.
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Convention Committee—Host Branch
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¢ Subcommittees (each hasaleader)
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* Hogpitality
* Physical Arrangements
* Decorations
* Transportation
* Publicity




AAUW NC President

15 months prior to convention:

O  Appoint the convention chair/coordinator based on the recommendation of the
branch president.

O Read state convention guidelines.

O Receiveinformation about available hotel /facilitiesand datesfrom the

convention chair/coordinator and branch president, and together, choosethe

location and date for the convention.

Get approval from the Executive Committee.

Instruct convention chair to obtain acontract stating what chargeswill be made,

what will be FREE, block of lodging rooms avail able and number each will

accommodate with theroom ratesfor del egates. Avoid likelihood of deficitin

making commitments. If possible, meeting room should be separate from eating

room unlessthereisabanqguet with program. General meeting room should seat

at least 125, banquet 90-95, and Sat. lunch c¢. 100. (estimates used in 1992 and

confirmed to be current in 2004.)

Sign the contract and return to convention chair.

Giveinformation to Tar Heel Newseditor.

Beavailableto everyoneinvolved with convention throughout process.

Present Convention Guidelinesto all personslisted above.
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12 months prior to convention:
O Announcelocation of next year’s convention during current year’s event.
OO Introduce convention chair to participants.

5 months prior to convention:
O Review possible menusand priceswith convention chair and program vice-
president.

3 months prior to convention:
O Receivereportsfrom convention chair and program vice-president of all plans.
O Makesuggestionsif needed.

2 weeks prior to registration deadline:
O Contact all branch presidentsto remind them registration deadlineis near.
O Encouragethem to bring as many branch members as possible.

1 month prior to convention:

O Receivereport from convention chair and program vice-president of all plans.

O Review physical needs of officers and the board (such as number and size of
rooms desired and equi pment (lecterns, microphones, display tables, flip-charts,
chalkboards, screens, projectors, Internet feeds, etc.) with program vice-
president, who will advise convention chair.

O Makesuggestionsif needed.

Convention:
O Presideat opening, closing and business sessions.

NOTES



AAUW NC Program Vice-President

9 months prior to convention:

O Read state convention guidelines.

O Review post-convention eval uation formswith the convention chair and branch
president. Discuss changes that need to be made.

Prior to Fall Tar Heel News deadline:
O Determine convention theme. Report to Tar Heel News editor and webmaster.

Prior to Winter Tar Heel News deadline:

O Develop program agenda. Report to Tar Heel News editor and webmaster, with
any other information available.

O Beginsecuring program, panel and workshop |eaders and banquet speaker. Ask
for their biographies and photos when they accept.

O  Work with program committee to arrange programs as part of the convention.

5 months prior to convention:

O Review possible menusand priceswith convention chair and state president.

O Wwiththestate program committee, advise the convention chair what mealswill be
associated with programming, such as EF and L AF breakfasts or luncheons.
Mealsand lodging will be paid by AAUW NC.

O Receivenamesof entire convention committee and leadersfrom convention
chair.

Prior to Spring Tar Heel News deadline:
O  Sendprogram agendarevisions, highlights, biographies of speakers, and all other
program information to Tar Heel News editor and webmaster.

3 months prior to convention:
O Submit program report to convention chair and president.

1 month prior to convention:

O  Work with convention chair to make housing and meal arrangementsfor
speakers, including special needs (diet, access).

O Provide namesand titles of speakersto convention chair for preparation of name
tagsand table place cards.

O Review physica needsof officersand the board, program, panel and workshop
leaders (such as number and size of rooms desired and equipment (lecterns,
microphones, display tables, flip-charts, chalkboards, screens, projectors, Internet
feeds, etc.) with president. Advise convention chair.

O Receivescheduleof rental feesfrom convention chair. Reserve equipment if it
cannot be obtained elsewherefor less or nothing (i.e., members, other sources,
although some hotelswill not allow other rental itemson their premises).

O Sendevauationformto convention chair for inclusion in convention packets
giventodelegatesat registration.

3 weeks prior to convention:
O Submit program updatesto convention chair and president.
O Sendfinal program agendarevisionsto Tar Heel Newseditor.

Convention:
O Overseeadl program functions.

I mmediately after convention:

O Review and revise convention guidelineswith outgoing convention chair and Tar
Heel Newseditor.

O Tally convention evaluations.
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AAUW NC Treasurer

O Read state convention guidelines.

O Adviseconvention treasurer asneeded.

O  Work with webmaster to set-up on-lineregistration.

O Provide advanceto convention treasurer for expensesincurred prior to their

receipt of registration fees.

AAUW NC Educational Foundation Chair
O Read state convention guidelines.

5 months prior to convention:
O  Work with program vice-president to arrange meal's and speakers as part of
overal program.

Prior to Spring Tar Heel News deadline:
O  Securespeakers, their biosand photos. Giveinformation to program vice-
president, Tar Heel News editor and webmaster.

1 month prior to convention

O Determinespeakers lodging and meal needs (including special diets) and advise
convention chair and program vice-president, who are responsible for making
arrangements.

AAUW NC L egal Advocacy Fund Chair
O Read state convention guidelines.

5 months prior to convention:

O  Work with program vice-president to arrange meal's and speakers as part of
overall program. Leader-on-L oan travel grant by Association may not be
available, or if it is, may not be confirmed until closeto the convention date,
requiring persistence on part of state LAF chair, and possibly aPlan B.

Prior to Spring Tar Heel News deadline:
O Securespeakers, their biosand photos. Giveinformation to program vice-
president, Tar Heel News editor and webmaster.

1 month prior to convention

O Determinespeakers lodging and meal needs (including special diets) and advise
convention chair and program vice-president, who areresponsiblefor making
arrangements.

AAUW NC Webmaster

Read state convention guidelines.

Publish news and information on the sametimeline as Tar Heel News.

Provide updates between issues of Tar Heel News as provided by program vice-
president and convention chair.

Work with convention chair and statetreasurer to develop on-lineregistration.
Publish pre- and post-convention reports and news.

OO OO0

Membership Vice-President

7 weeks prior to convention

O Provideletter to branch presidents specifying the branch del egate all ocation to the
convention chair for inclusioninthepresidents’ packets.
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AAUW NC Tar Hedl News Editor

O Read state convention guidelines.

Spring Tar Heel News, current year:

O Publish date, host, and city in Summer Tar Heel News “Important Dates.”

O During Convention:

O Meet with new convention host. Secure date and |ocation of next convention.

Summer Tar Heel News:
O Publish new convention date and | ocation.

Fall Tar Heel News:

O Meetwith program vice-president and convention chair at summer board
meeting.

O Receiveconvention themefrom program vice-president. Designlogo and publish
withinformationin Fall Tar Heel News.

Winter Tar Heel News:

O  Publish program agendaand any other information available from program vice-
president and convention chair, including names and positions of program, panel
and workshop |leaders and banquet speaker.

If available, publish names of Educational Foundation Fellowsand Legal
Advocacy Fund speaker(s) who will present during convention.

Send soft copies of information to convention chair for use by publicity
committee.

Spring Tar Heel News, convention year:

Publish names of entire convention committee and leaders.

Publish complete program agenda, highlights, biographies of speakers, registration
form, map, directions, LAF and EF meal registrations.

Send soft copy to convention chair for publicity.

Publish request for branch presidents to send names of deceased membersto be
included in memorial serviceto the convention chair.
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One month prior to Convention:
O Reformatinformation usedin Tar Heel Newsinto 11 x 17 and 8.5 x 11 fliers.
Send originalsto host branch for duplication and distribution.

Three weeks prior to Convention:

O Reformatinformationusedin Tar Heel Newsinto convention program.

O  Work with program vice-president and convention chair to obtain names of
meeting rooms, special designationsfor nametags, and send proofsto them for
approval.

O If convention committee approves, print outside cover of program on color
printer for cost of paper, black and color inkjet cartridges, aswell asthe sheets of
labelsfor thefront of the convention folders. Cost of 1abels also to be reimbursed
by convention committee. Inside pages of program to be run on standard copier
inblack at afast copy shop at cost of convention committee. Ship or deliver to
convention chair for folding, collation and stapling at |east oneweek prior to
convention.

I mmediately after convention:
O Review and revise convention guidelineswith outgoing convention chair and Tar
Heel News editor.

First Tar Heel Newsfollowing convention:
Publish photos, features and reports.

NOTES



Branch President NOTES

15 months prior to convention:

O Read state convention guidelines.

O Recommendation abranch member to the state president to be appointed as
convention chair.

O Withtheconvention chair/coordinator present information about available hotels/
facilitiesand datesto the state president. Together, choose the location and date.

When appropriate:
O Advise/assist convention chair.

Convention:
O Wwiththeconvention chair, greet state officers.
O Welcomethe convention during the opening ceremony.




Convention Chair

Overall responsibility for local arrangements, including serving asaliai son between the
state officers and subcommittee leaders.

15 months prior to convention:

Read state convention guidelines.

Accept appointment as the convention chair/coordinator based on the
recommendation of the branch president.

Callect information about available hotel s/facilitiesand dates.

Report to state president and branch president, and together, choose the location
and date for the convention, subject to approval by state executive committee.

At theinstruction of the state president, obtain acontract stating what chargeswill
be made, what will be FREE, block of lodging rooms available and number each
will accommodate with the room ratesfor delegates. Avoid likelihood of deficitin
making commitments. If possible, meeting room should be separate from eating
room unlessthereisabanqguet with program. General meeting room should seat
at least 125, banquet 90-95, and Saturday lunch 100. (estimates used in 1992 and
confirmed to be current in 2004.)

[0 Obtainthesignature of the state president on the contract.

O Givedate, location and rateinformation to Tar Heel News editor.

O OO oo

12 months prior to convention:

O Makepresentation about site of next year’s convention during current year’s
event.

O Givebrochuresand other paper materialsto Tar Heel News editor.

9 months prior to convention:

O Review post-Convention evaluation formswith the program vice-president and
Branch president. Talk about changes that need to be made.

O  Appoint subcommitteesand leaders.

O Providespecificinstructionsto them from these guidelines.

5 months prior to convention:

O Review possible menusand priceswith state president and program vice-
president before confirming to hotel and sending pre-registration informationto
Tar Heel News and webmaster. The program vice-president and her state
program committee will advisethe convention chair what mealswill be associated
with the programming, such as EF Luncheon, LAF breakfast.

O Check with subcommittees on progress.

Prior to Winter Tar Heel News deadline:

O Provide complete hotel registration information to Tar Heel Newseditor and
webmaster, including room rate and code, if not furnished previously, and cost of
meal sand convention registration.

Provideinformation about sight-seeing and local events during the convention
period to Tar Heel News editor and webmaster.

Provide names of entire convention committee and leadersto state president,
program vice-president, Tar Heel News editor and webmaster.

Prior to Spring Tar Heel News deadline:

Upon receipt of proof, confirm content of registration form to Tar Heel News
editor and webmaster.
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Convention chair, page one of two,. Continued on next page.
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Convention chair, pagetwo of two

3 months prior to convention:

O

O
O
O

Work with program vice-president to make housing and meal arrangementsfor
speakers, including special needs, i.e., access, diet. The program vice-president
and her committee will advise what mealswill be associated with programming,
such as EF and LAF breakfasts or luncheons.

Arrangefor alocal dignitary to welcomethe convention participants during the
opening ceremony.

Providereport to state president, branch president, and program vice-president of
al plans.

Ask questions, if any, and receive their suggestions.

6 weeks prior to registration deadline:

O

Mail convention packet to all branch presidents and state president. Packet to
includeinvitation, registration formsfor convention, EF and LAF events; map,
directions, hotel information, and | etter from membership vice-president about
delegation allocation.

3 daysprior toregistration deadline:

O

Ask hotel for printout of registrants. Comparewith individual registrations
received by convention committee. Contact presidents of brancheswhich are not
represented, and encourage them to attend and bring as many branch members as
possible.

1 month prior to convention:

O

O
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Receive report of physical needs of officers and the board (such as number

and size of rooms desired and equipment (lecterns, microphones, display tables,
flip-charts, chalkboards, screens, projectors, Internet feeds, etc.) from program
vice-president, and giveto physical needs subcommittee.

Meet with hotel to determine availability and cost (if any) of theseitems, but do
not contract at this point. Report to program vice-president, who will make
arrangements.

Report names or numbers of all meeting roomsto Tar Heel News editor for
inclusionin convention program.

Providereport to state president and program vice-president of all plans.

Hold ageneral meeting with all subcommitteesto check on status of
arrangements. Makefinal plansfor each area.

Plan memorial servicefor Sunday morning, possibly asking othersfrom around
the stateto participate. Tar Heel Newswill publish arequest inthe Spring issue
asking branch presidentsto send the names, but e-mail, phone or snail mail
remindersare essential. Confirm time and day with program vice-president.

Convention:

o0 00O

With branch president, greet state officers.

M eet with state president and program vice-president to assure all arrangements
meet requirements. Be avail ableto them, if needed.

Supervise subcommitteeleaders.

Lead memorial service.
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Convention Treasurer

Beginning 1 year prior to convention, and then on atimely and appropriate basis:
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O

Read state convention guidelines.

Set up Convention account at alocal bank in name of AAUW NC Convention
Fund.

Consult with state treasurer and webmaster about on-line registration possibilities
at least six months before convention.

Receive checksfor registration feesand meals.

Set up booksfor receipts and disbursements. M ake deposits, listing names of
registrants (last names).

Givetoregistration chair all registration formsand work with her/himto place
meal tickets paid for and name tagsin envel opes with name thereon to be put in
registration packets.

Treasurer or designee with her records should be avail able during convention at
all timesin case any question arises at registration times. She/he should collect
any moniesfrom on-siteregistrants, (possibly usereceipt for cash).

Refunds for meals can only be given if thetickets are sold to someone el se.
Treasurer should attend to this.

Pay all authorized convention bills. Registration and meal moniesleft over should
be sent to state treasurer . Close account at local bank as soon as all checks have
cleared, usually amonth or abit longer.
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Registration Process:

O

O
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Before convention, prepare nametagswith large print (Name, Branch) for pre-
registrants, including all speakers, whose namesand titleswill be provided by the
program vice-president. Nametags of del egates, board members, officersand
workshop presenters must have identification ribbons attached.

Put name tags and meal ticketsin envelopes. Put name and number of tickets
enclosed on envelope; separate and mark those not paid for which can be with

on-siteregistration. Registration fee and tickets must he paid for before giving out.

These should beinserted in al phabetized registration portfolios.

Set-up and supervisethe registration table(s); be present throughout convention.
Saff Friday, 4-7:30 p.m. and after board meeting, 9-10 p.m.; and Saturday,

8 a.m. to 5:30 p.m.; coordinate schedule with program vice-president.

Toavoid lines, provide two tables/ends of tablewith packetsfor pre-registrants
and those for on-site registration or who owe fees.

If reserved meal tickets are not picked up when registration is open, they may be
sold prior to each meal scheduled.

Have tags and pensfor on-site use, plus numbered meal tickets up to maximum
extrasfacility will serve beyond number actually registered.

Havelist by branch of pre-registrantswith del egate status by namesin portfolios
and at registration table. On-siteregistrants names can he added. Thishelps
everyone, including voting credentialscommittee. Giveupdatelist to state
president and credentia s chair.

The credentials chair must make areport prior to each business session of the
number attending convention and break it down by delegates, alternate del egates,
past state presidents, guests. The state membership vice-president will providea
list of voting del egates by branch to theregistrar, who will supply thisinformation
tothe credentialschair.

Registration Packet/Favors:

O

Purchase pocket foldersto hold convention materia's, including programs,
agendas, list of convention participants, evaluation forms, areamap and
attractions, etc., and insert the materials. Full-color |abelswith the convention
logo, date and place are available from the newsl etter editor for the cost of the
blank labels plusblack and color inkjet cartridges. They will be shipped to the
committee chair in plenty of timefor placing onthefolders.

Contact local merchantsand businessesfor favors. Include asheet giving
recognition to the donorsin theregistration packet.

NOTES
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spitality:

Provide greetersfor out-of-town members/guests.

Work with convention chair to designate hospitality suite.

Determine whether facility allowsfood and beveragesto be brought in. If so, ask
other branchesin cluster to provide beverages/snacks and staff hospitality room at
times prearranged with program vice-president. One of these periodsisthe First
Timers Reception on Saturday evening.

Prior to Spring Tar Heel News deadline, provide hospitality schedule and host
branch namesto convention chair, to pass on to Tar Heel News editor for
inclusion in newd etter and convention program.

Takeupticketsat all meal functions, count carefully, and giveto convention chair
who will consult with facility to be sure number for each meal isagreed upon (this
avoidslosses).

Transportation:

O
O

Meet or arrange for someone to meet planesfor out-of-town speakersor invited
guests; program vice-president will provide schedule.

See that those same persons are taken to meet flights for return trip; review
leaving facility and departureflight times several hoursbeforethey areto leave.
Assist themin getting mealsif arrival/departure does not coincide with group meal
times. If time permits, ask if they would like ashort tour of local highlights.

Physical Arrangements:

O
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One month prior to convention, receive report of physical needs of officersand
the board (such as number and size of rooms desired and equipment (lecterns,
microphones, display tables, flip-charts, chalkboards, screens, projectors, Internet
feeds, etc.) from convention chair, who will advise asto the sources (hotel,
members, etc.)

Be surerooms are set-up and ready for meetings as needed; clarify with facility
and program vice-president in advance asto style of seating.

Check to seeif microphonesarein place and operating prior to meetings. Adjust
for different speakers so all may hear. Request low lecterns, if possible, so shorter
speakers can be seen by the audience.

Monitor temperature of meeting roomto avoid extremes.

Be surewater and glassesare available on all tables during meetings.

Provide signage for outside of rooms for workshops and name cards for head
tablesfor all meetingsand meals.

Decor ations;

O

Provide table decorations for banquet. Keep them low so as not to obstruct the
view of personslistening to others.

NOTES



Financial Responsibility:

*

TheAssociation (AAUW) sets policy onwho paysfor roomsand travel for the
regional director and the Association L eader-on-Loan. The program vice-
president will advise convention chair so appropriate arrangements can be made.
The convention chair makes room reservations and meal reservationsfor these
two and any other speakersand invited guests.

The state program budget paysfor mealsfor the regional director and L eader-on-

Loan, aswell asfor lodging and mealsfor any non-AAUW program participant.

Any convention expensesin excess of receiptsfor mealsand registration fees

haveto be paid by the AAUW NC. Do not contract for any large amount without

consent of the state president, asthe state is responsible for making up deficit, if
any. Careful planning, solicitation of someitemsfrom businesses or membersand
wise decision making in guaranteeing mealsto be paid, close contact with and
guidance of committees’ expenditures, and adding alatefee ($5in 1992) for pre-
registrations postmarked after deadline and on-site should help avoid adeficit and
resultin abalanceremaining.

Registration fee and surplus of meal income over expenses pay for:

* Communication: Hostess branch | etters of invitation to branches, map to
facility, pre-registration forms. Essential |etters/callsto assisting branches
and to state president and program vice-president.

* Registration materialsnot contributed by others.

* Entertainment feesif host branch decidesto include entertainment at reception
prior to banquet.

* Rental feesfor audio-visual equipment or supplies.

* Hospitality costs such as coffee/teaand snacks and suppliesif not donated by
host or cluster branch members. Wine, cheese, snacks and punch for First
Timers' Reception, if not hosted by a cluster branch.

* Ink cartridges, paper and labels, etc. for convention programs, and packet
labels.

Members, including College/University members, pay for:

* Room and meals.

* Regidtration fees.

* Transportation.

* All expensesfor their own guests (spouses, friends, etc.)

Noregistration feeisrequired for non-AAUW eligible persons.

General Policies:
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Roomsthat are not reserved by the facility deadline cannot be guaranteed.
Membersmaketheir ownlodging reservations.

Meals not purchased by the deadline cannot be provided unlessthefacility agrees
or thereare cancellations.

Meal s not cancelled before deadline cannot be refunded unlesstickets are sold to
someoneelse.
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