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I.  INITIAL PLANNING AND PROPOSAL

A.  TWO YEARS IN ADVANCE


City:
· Have promotional material from the city outlining the attractions and interesting activities in the area, plus information on the city’s accessibility, for the NAASS Conference Site Selection Committee.

· Have welcoming and supporting letters from as many sources as possible, e.g., the mayor, and the director of the tourist bureau, the governor, for the NAASS Conference Site Selection Committee.

Institution:
· Make sure all of the office staff is aware of and supports your proposal.

· Make sure your superior is in full agreement with the proposal and is willing to assist, if 


necessary.

· Make sure the president, chancellor, or principal of your institution is aware of the proposal, and ask that he or she keep time available to attend, welcome, or speak.  

· Provide both your superior and president with information on the history of NAASS and your institution’s involvement with it.  

· Present supporting letters from your superior and your president when making the proposal to the Conference Site Selection Committee.

Hotel:
· Present to the Committee comparative information on some hotels in the area, along with the proposed room rates and available dates, even if you are recommending one hotel in particular. 

· Present a welcoming letter from the general manager of the hotel you recommend.

B.  ONE YEAR IN ADVANCE

· Have promotional material or favors from the city available for distribution at the preceding Annual Conference.

· Be prepared to update your proposal at the Conference Site Selection Committee meeting, and be able to report on:

· Hotel contract with guaranteed room rate;

· Information about possible entertainment for the banquet or other evenings;  

· Information about spouse/guest activities, e.g., tours, shops, museums.

· Have material ready for insertion in the NAASS Newsletter, by April 1:

· Information on the city with a selection of photographs of the area (usually from the Conference and Tourist Bureau).  Try to select a good color photo or subject, which will
make an attractive cover for the Annual Conference Program
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· Review the GENERAL INFORMATION and EXTRACURRICULAR ACTIVITIES sections of the preceding Annual Conference Program, as well as the CONFERENCE REGISTRATION FORM, and prepare copy in that format for the new program.

C.  ON-GOING PLANNING

· Keep all members of your office staff, your superior, and your president updated on your Conference plans.

· Keep the NAASS Executive Committee (i.e., President, President-Elect, Past President, Treasurer, Executive Secretary) informed.

· Schedule regular meetings with the hotel to update information and plans.

II.  FINANCIAL PLANNING

A. Accounting Procedures

· Review accounting sheets from previous conferences, if available.

· Arrange with your institutional Accounting Office to set up a Conference Account into which you may deposit registration funds and on which you may draw checks.

· Establish an accounting system and record all incoming and outgoing checks and cash in journals, especially during the registration period at the Conference.  Make sure to note which payments were received in cash.

· Ask your Accounting Office to produce monthly balance sheets for the account, and verify these against the journals and checkbook.  

· Keep all receipts.

· If the Conference is held outside the United States, have a set system for dealing with currency exchange rates.

· At the conclusion of the Conference, a final accounting showing all receipts and disbursements must be made to the Executive Secretary, along with a check (made payable to “NAASS”) representing the residue of leftover moneys.  

III.  HOTEL

A.  INITIAL CONTRACT AND PLANNING

· Have the hotel sign your contract, as well as you signing theirs.

· The Hotel Contract should specify:

· Sleeping room rates for Conference

· Meeting room rates, if any

· Cut-off dates for Conference room reservations (try to get one that is no sooner than three weeks before the Conference date)

· Whether or not the hotel will “compliment” five sleeping rooms for the Executive Committee’s Mid-Winter Planning Meeting (Friday and Saturday night in late January or early February)
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· **Should the hotel not maintain the blocks of rooms reserved as described by the contract, NAASS will not be held subject to any facility rental fees assessed due to NAASS’s inability to meet occupancy quotas expressed within the contract.  (This needs to be made clear to hotel sales personnel or there may be trouble.)

· Determine what the hotel’s complimentary guestroom policy is for the Conference.  How many booked rooms are needed to generate a “complimentary” guestroom?  Determine if the President’s Suite is counted as one or two complimentary rooms. 

· Complimentary sleeping rooms should be assigned in this order of precedence: 

· President’s Suite

· Executive Secretary’s Room

· Local Committee’s Room (if one is needed)

· Should rooms be sold out from under your conferees, stipulate that the hotel will provide alternate accommodations of comparable quality and rates.  

· Hotel should agree to supply postage paid room reservation cards/envelopes for mailing with the Conference Programs (approximately 1,400) – to be sent to the Executive Secretary.  If an “800” number is to be used for reservations, make sure that the operators are aware of the Conference.  

· Make arrangements with the hotel to have sufficient promotional brochures (1,400) for mailing with the Conference Programs – to be sent to the Executive Secretary.

· Book bedrooms on the basis of room usage at the previous Conference allowing for flexibility.  Allow for early-arriving and late-staying participants.

· Reserve meeting and meal function rooms at this time, using the previous Conference as a guide.  All meeting and eating room needs will be confirmed at the Executive Committee Mid-Winter Planning Meeting in late January or early February preceding the Conference.

· Establish what methods of payment will be acceptable, e.g., credit cards, personal checks.

· Determine what arrangements there are for parking at the hotel – is it free or is there a charge? This information should appear in the Conference Program.

· Ask the hotel to inform you of any problems that arise, such as damage, bills not paid, etc. 

B.  HOTEL CONTACTS

· Make all hotel arrangements – contracts, bookings, etc. – through one hotel representative.  He or she should be present at all meetings (with banquet manager, accounting manager, etc.).

· Stipulate that the hotel’s conference planner be on-site for the duration of conference activities.

· Schedule regular meetings with hotel representative to update information and plans.

· Arrange for a pre-Conference meeting one or two days before the Conference to go over all the procedures and make sure everything is in writing and on schedule.  Establish with the hotel whose signatures (NAASS) are acceptable for items charged to the Conference master account.  
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C.  MID-WINTER PLANNING MEETING


The Executive Committee of NAASS (President, President-Elect, Past President, Treasurer, Executive Secretary) convenes at the hotel on a designated weekend in late January or early February to look at the facility and plan the Conference program.

· Site host should make the following arrangements with the hotel for the Committee:

· Reserve five bedrooms (complimentary) for Friday and Saturday night.

· Reserve a meeting room in which the Committee may convene during the weekend.  

· Make sure that the hotel representative is available on Saturday to show the Committee around and respond to questions.

· Re-confirm the above requirements two or three days prior to the meeting.

· Provide the Committee members with airport/hotel transportation information.

· Be prepared to present suggestions for extracurricular activities for the Annual 

· Conference and to tour the committee to sites as desirable.

· The President convenes this Committee.  The full Executive Committee and institutional hosts should also attend.  Hotel representatives and others (host institution senior officer, local site directors from “extracurricular” locations, and others as determined by host) should attend appropriate portions of the meeting.  Agenda items should include, but are not limited to:

· Organization Business

· Membership and recruiting update

· Committee membership appointments 

· Any publications work underway

· Other business determined at prior November conference

· Conference Planning

· Review of prior conference evaluation and financial results

· Discussion of current membership interests, potential conference theme, sessions, speakers, conference format, program and publicity

· Hotel and site tours

D.  REGISTRATION/HOSPITALITY  ROOM

· Have easy access to copy services, 3 hole punch, e-mail, and fax machine.

· Keep the rooms open all day during the Conference as a place for participants to gather, chat, and pick up information.

· Have the room available from the day before the Conference begins through the last day.

· Have the registration desk inside the room, if possible.

· Phone access is important in the registration area.

· Have computer and printer for on-line registration changes to database.

· Have coffee and tea available at all times for the participants (in or near the registration area,     
depending on space availability.)

· Have comfortable furniture in the area.

· Have at least two (five if space allows), eight-foot, skirted tables and sufficient chairs available for:

· Registration
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· Displaying summer session bulletins, posters, brochures, etc.  (Three tables)

· Conference participant lists and other materials, e.g., local restaurants, local maps, area activities.

· Have bulletin boards for messages, program changes, and general information.

· Make sure that the room can be locked, and that you are given a key for overnight security.

· Be sure to have suggestion box to encourage conference ideas for the future, committee and panel volunteers, etc. 

· Post conference program – large and easy to read – in a central location for participants to review and see what is going on and where.

E.  BEDROOMS

· **Ask if any other conferences or large groups are booked at the hotel in the same time in order to assess room competition. 

· Find out the names and availability of other hotels in the area in case of problems.  Also, ascertain what informal reciprocal arrangements exist with other hotels in the event of overbooking.  (Make this a formal arrangement in the contract.)

· See if the hotel will provide VIP rooms with fruit baskets or flowers.

· Confirm with the hotel which attendees will have their rooms paid by NAASS, so that they are not billed, e.g., guest speakers, VIPs. (This often goes wrong and should be double-checked.)

· After the conference, ask the hotel to give you a summary of bedrooms booked showing dates and usage of single and double rooms.
F.   MEETING ROOMS 

· Hotel arrangements should specify meeting room setup (theatre style, schoolroom, etc.), number expected, stage and podium, sound system (if needed), audio visual equipment, water pitchers and glasses, and cost (if any).

· New Administrators’ Workshop meeting room(s) should be set up in accordance with the director’s wishes, usually in a square.  Two rooms may be necessary to accommodate the breakout sessions, one for private colleges and one for public colleges.  

· Standing Committees’ meeting space will be arranged either in separate rooms or one large room depending on the hotel facilities.  This will be determined at the Mid-Winter Planning Meeting.  

· Meeting rooms and meal function rooms should be reserved at the time of signing the initial contract and be confirmed at the Mid-Winter Planning Meeting.  

· As Conference date approaches, check individual workshop registrations and the capacity of assigned rooms.  Reassign, as needed, based on numbers of participants expected at each workshop.  
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G.  MEALS AND BREAKS

· Arrange with the banquet manager the following details:

· Rooms for meal functions (New Administrators’ Luncheon, Regional Luncheons, Breakfasts, Conference Banquet, and other events depending on program plans for this conference.)

· Room setups (tables of eight or fewer are preferable)

· Head table arrangements

· Decorations

· Menus and prices

· Any special menus, such as vegetarian

· Details for Early Bird Social Hour, President’s Reception, Banquet Reception

· Agree upon deadlines for providing the number of persons for each meal function and the amount of leeway, plus or minus.

· Morning breaks should include coffee, tea, juice, and rolls, depending on budget and local host’s ideas.

· Afternoon breaks should include coffee, tea, and soft drinks.

H.  LOGISTICAL SUPPORT

· Find out if the hotel provides microphones, audio-visual equipment, Internet, PowerPoint/laptop equipped presentation rooms, flipcharts, tripods, etc., and if they charge for their use.  Reserve them well in advance of their being needed. (A spreadsheet of AV needs and rooms would be very helpful.)

· Ask the hotel where pre-shipped Conference materials should be sent or delivered, to whom they should be addressed, and where they are to be stored.

· Arrange with the hotel to have carts available for transporting registration and Conference materials to and from the Registration/Hospitality Room, unless it can be locked up.  

· Ask if the hotel can provide a safety deposit box for the keeping of registration cash and checks. 

· Make sure the hotel lists the Conference activities on all bulletin boards.

· Make sure the hotel restaurants are aware of the Conference and prepared to handle participants. 

· Have the hotel show you the fire doors and fire escapes and check them periodically during the Conference.  

· Verify with the hotel as to whether or not they have a doctor or nurse on call.  If they do not, get the telephone number to call for medical assistance.  

· Identify a local trophy dealer in order to arrange for the purchase and engraving of plaques for the Creative and Innovative Awards Committee competition.  The winners are selected at the time of the conference.  Make contact with the chairperson of the committee to ensure that the awards are produced in a timely manner.  

· The NAASS logo, available from the Executive Secretary or copy of stationary is on all awards.

· Space for winners name and school are done on short notice after the Creative and Innovative Awards votes on the conference Sunday.
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IV.  LOCAL ACTIVITIES AND ENTERTAINMENT

· Obtain sufficient promotional brochures from the city for distribution with the Conference Program when it is mailed (approximately 1,400) and for the Conference Packets (250).

· Have maps of the area and/or the host institution available for the Conference Packets.

· Have maps of the local transportation system available for the Conference Packets.

· Have maps of local jogging areas available for the Conference Packets.

· Provide a restaurant guide who indicates price ranges, credit cards accepted, locations, and have some sample menus on display in the Registration/Hospitality Room.

· Provide a list of entertainment available in the area during the Conference – plays, concerts, sporting events, etc. along with costs.

· Provide a list of informational phone numbers: airport, taxi, limousine service, etc.

· Arrange for a group evening activity on the day of the New Administrators’ Workshop.

· Arrange for a group tour(s) or activity during the afternoon of the day before the Conference ends.

All organized tours and entertainment will be confirmed at the Mid-Winter Planning Meeting.
V.  CONFERENCE PROGRAMS

· Conference programs need to be ready for printing by the end of July (for late August/early September distribution).  To be submitted to Executive Secretary by July 1st the latest.
· Information for the program must come from the host institutions who supply hotel and local area information, travel and logistical information, extracurricular activities with costs and registration form and the President elect who is responsible for the program content.
· Programs can be designed (layout) and printed by the Executive Secretary.  The President- Elect should determine layout design as desired and may choose to designate another layout and printing point person depending on member institution (President-Elect and Host) choices and ability to do this work.
· The president-elect and Host, depending on facility flexibility and program content, should make decisions on designating session locations and including hotel layout information in the program. (If accurate projections on session attendance can be made and room changes for sessions are unlikely, designate rooms in Program.  If more flexibility after registration counts are in is desired, leave this information out of Program and publish list for registration packets.)
· Programs must be ready for distribution no later than September 1st (August 15th is better).  The Executive Secretary will distribute these, along with hotel/location/travel information and registration forms, from Host Institution, to the membership around Labor Day.  
· Host and President elect should do e-mail outreach to registrants.  Collect e-mail address on registration forms and use list serve. 
· Post conference program to NAASS Web page.
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· Extracurricular events and advice should be placed at end of program to avoid effect of non-serious conference for newcomers or senior administration approvals at attendee schools.
· Registration form items are done by host who sets fees with the President-Elect – double check dollar amounts!
VI.  CONFERENCE REGISTRATION

A.  REGISTRATION PACKETS

· Registration packets should be prepared well in advance.  Each one can be stuffed and labeled as the Conference Registration Form is received.  Keep them in alphabetical order.  

· Registration packets can be coded to indicate:

· Registration not yet paid in full (participant to pay upon arrival) (segregate for easy access and explanation of charges)

· New Administrators’ Workshop participants

· Visiting Speakers

· Guests/Spouses

· Honorary Life Members

· Contact the local tourism bureau for possible promotional gifts to be included in the packets, local postcard is a nice touch.

Each packet should contain the following pieces:

· NAASS folder (provided by Executive Secretary) 

· Conference Program (including a list of all event locations) 

· Pen or pencil

· Pad of paper

· Preliminary list of attendees (name and contact information)

· Listing of member schools which have/have not returned the Joint Statistical Report (JSR) survey questionnaire.

· Map of city

· Conference Area Floor Plan and/or list of sessions with room locations (see above re: Conference Programs)

· Restaurant Guide

· Postcards from local area are nice for gift bags

· Places of Worship Guide

· Conference Evaluation Form

· Small envelope, marked on the outside to indicate what it contains:

· Nametag with participant’s name and institution prominently displayed, inserted in a plastic badge (can be provided by the Executive Secretary or host depending on name badge size/style decisions made by host)

· Meal tickets

· Other tickets (tours, drinks, etc.)

· Receipt/Invoice for late registrants with outstanding balances 

· Listing of events selected by participant 
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· Ribbons for officers and attending VIPs (provided by Executive Secretary), as appropriate (see section F)

· Recorders should receive individual session evaluation forms to distribute and collect and an outline of their duties, including the due date for written summaries

B.  GUEST/SPOUSE PACKETS

· Use the same Conference packet as for the participants, but have some identifier to show it is a Guest/Spouse packet

· Create nametags for each non-Conference attendee, identifying them as a Guest/Spouse.  It may be convenient to insert this nametag into the Conference attendee’s packet instead of creating a separate one.  
C.  HONORARY LIFE MEMBER PACKETS

· Should any Honorary Life Member(s) – see the Membership Directory for a current list – opt to come to the Conference, prepare a registration packet for him or her.

· NOTE:  Honorary Life Members do not pay the Conference registration fee, or for any extra events that have charges.

D.  REGISTRATION PROCEDURES FOR HOST INSTITUTION

· Send a confirmation letter to all registrants indicating all sessions and trips selected. 

· Maintain lists of attendees for each function/activity. 

· Match groups to room of appropriate size, remembering that “day of” changes will occur.  Have xeroxing available on site if handouts are too few.

· State refund policy very clearly, in the Conference Program and on the Conference Registration Form.

· Maintain an on-going participant list (by participant name, not institution name) as registrations are received.  Send a copy of the registration list each Friday to the Executive Secretary, beginning six weeks before the start of the Conference.  Because of the need to match mentors with participants in the New Administrators’ Workshop, leave the final registration list at the hotel for the Executive Secretary.  

· Build a registration database in an easy to use software.  Capture name, address, e-mail, web site, session sections, extra curricular selections, payments, organizational status (presenter, recorder, office, etc.), any special needs (use this for presenter AV needs.  Be sure your database can generate reports by field so, for example, a list of attendees with Web addresses could be printed.  This software should print your name tags, so make sure spelling is accurate.
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E.  AWARDS

· Prepare award plaques in advance with local printer/engraver:
· Creative and Innovative Programs
We will need one plaque for the Administrative Program, two plaques for the Credit Programs, and two plaques for the Noncredit Program as follows:

· Award of Merit

Wood base 7” x 9” 
Black plate on gold tone plate

Walnut finish 
Gold engraving on the black plate

Text to be as follows:  

(1) North American Association of Summer Sessions Creative and Innovative Program Award of Merit for an Administrative Program (year) Presented to (Name of Institution) on (Date) for (Name of Program). (Layout designed by printer) 

(2) North American Association of Summer Sessions Creative and Innovative Program Award of Merit for the Most Outstanding Administrative Program (year) Presented to (Name of Institution) on (Date) for (Name of Program) 

(3) North American Association of Summer Sessions Creative and Innovative Program Award for the Most Outstanding Credit Program (year) Presented to (Name of Institution) on (Date) for (Name of Program)

(4) North American Association of Summer Sessions Creative and Innovative Program Award for the Most Outstanding Noncredit Program (year) Presented to (Name of Institution) on (Date) for (Name of Program).

F.  REGISTRATION DESK
The following items will be needed at the Registration Desk:

Account Book(s)
Poster board/foam core for displays

Calculator
Printer paper (extra)

Computer (database of registrants) 
Registration Forms (original forms from     

     and Printer (for invoices)
     each participant)
Conference Programs (extra)
Registration packets (paid for)          

Extension Cords
Registration packets (extra) 
Gift bags
Rubber bands

Message board with pens
Scissors

NAASS banner, prominently displayed
Scratch pads

NAASS Membership Directories
Stapler (with extra staples)

Paper clips
Strong box with lock (for any cash/checks)

Participant rosters for all functions
Telephone (and cellular, if needed)

Pens and pencils
Tickets for all activities (meals, tours, etc.)

Petty cash
Three-hole punch

Photo albums from previous conferences
Thumbtacks
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· The Registration Desk should be staffed at times of registration with two or three people familiar with the registration process.  At least one of these people should be able to operate the computer database. A phone is also necessary at the registration desk to be able to contact critical support persons: President-Elect, hotel management or host.

· Have at least one person at the desk at all times during the conference.  

· Be aware of the location of the closest photocopying machine, processing time, and cost.  

· Make sure that participants have no difficulty in locating the Registration/Hospitality Room.

· Post requests for ideas for next conference – drop-in suggestion box.

· Post current organization information

· Listserv address and membership

· Web page address

· Other information and topics by year

· Post keynote presenter and attending VIP biographies as desired by President-Elect

· Information about local events and sites of interest should be available – current newspapers, event flyers, play/musical advertisements, etc.

· Keep an accurate list of attendees to provide Executive Secretary for Proceedings

G.  RIBBONS (Provided by the Executive Secretary)

Ribbons should be put into the Registration Packets of certain participants in accordance with the following guidelines.  All ribbons have the titles printed on them.  

	      Blue ---
President


      President-Elect


      Past President


      Treasurer


      Executive Secretary
	White --   New Administrators Workshop

 
Participants

Red ----- 
Local Committee Members

	      Green - Regional Vice Presidents

                   At-Large Members
	Orange -- Honorary Life Members


VII.  IMMEDIATE PRE-CONFERENCE ARRANGEMENTS

· Make a checklist for each session noting:

	-  Title
	-  Chairperson (leader)

	-  Subject (if different)
	-  Presenters (panelists)

	-  Date
	-  Recorder

	-  Time
	-  Special requirements

	-  Room
	-  Costs (if any)

	-  Audio Visual Needs
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· Make a checklist for each function noting:

	-  Event
	-  Timetable

	· Date

· Time

· Place

· Coordinator


	· Transportation (if needed)

· Special requirements

· Refreshments

· Other details




· Make up signs that can be posted outside the doors of each session, workshop, or function.

· Have tokens of appreciation for guest speakers.  (President-Elect should determine this)

· Decide on recognition markers for VIPs and their spouses for the Conference Banquet (e.g., corsages and boutonnieres).

· Have boutonnieres for male VIPs and VIP husbands for the Conference Banquet.

· Order flowers for the President’s Suite (if the hotel does not provide them) and the head tables at all meal functions.  Arrange with the hotel for a cool place to store flowers until needed.  

· Ten days before the Conference, send a list of those registered for the New Administrators Workshop, with their institutions specified, to the Workshop Director.  This enables the Director to prepare a sufficient number of materials.  (NOTE:  In the event the Workshop is divided into Public and Private sectors, you may have to send a list to each director.)

· Determine with the NAASS President, if he or she wants you to purchase liquor, mixers, and nibbles for the “Early Bird Social Hour,” usually held in the President’s Suite.  Verify with the hotel what the regulations are regarding bringing liquor in from outside.
· Meeting rooms and plenary sessions

· Be sure that all AV requests match presentation rooms and check equipment

· New administration-PA/overhead and screen; breakout rooms for discussion sessions.

· Promote gatherings of panelists for final preparation before session; encourage people to test their AV components.

IX.  CONFERENCE OPERATIONS


Have the name of one person at the hotel to contact anytime if a problem arises during the Conference.  If he or she will not be on duty, have the name of a replacement contact.  


Make up an hour-by-hour, day-by-day checklist for the duration of the Conference so that tasks can be easily delegated.  A sample might look like this:

First Day
Task






           Person Responsible
8:00am 
Sign on the door for New Administrators Workshop            ________________

9:00am 
Make sure signs are up for Committee Meetings
           ________________

11:00am
Verify numbers for New Administrators’ 



Luncheon





           ________________

2:00pm
Verify transportation for evening activity

           ________________

4:00pm 
Remove all posted signs



           ________________

5:00pm
Make sure arrangements are set for 



Continental Breakfast in the morning


           ________________
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X.  CONFERENCE WRAP-UP AND REPORTING

· Make sure that all registrations have been paid for, and that there are no outstanding collectibles.

· Make sure that all refunds have been effected.

· Make sure all bills have been paid.

· Return to Executive Secretary:


- 
NAASS Banner


- 
Any leftover NAASS folders


- 
Any unused name badges and paper tags (if used)


- 
Any leftover colored ribbons


- 
Any leftover Summer Sessions Bibliographies (if used in the New Administrators Workshop)


- 
A final, corrected list of Conference participants (with institutional identification). This is needed for the annual conference Proceedings.

· As a final report, put together a summary of (1) Income Received and (2) Disbursements for the Conference.  Send this final report to the Executive Secretary – with copies to the remainder of the Executive Committee (President, President-Elect, Past President, Treasurer).

· Close out the Conference Account, sending any leftover moneys to the Executive Secretary.  The residue from the Conference will be deposited back into the general fund of the Association.  

· President-Elect should draft and send thank you notes to all presenters, recorders, and other conference staff.  
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