National Guard
Executive Directors Association

A e #

NGAUS CONFERENCE USER GUIDE
FOR EXECUTIVE DIRECTORS



NGAUS CONFERENCE USER GUIDE
FOR EXECUTIVE DIRECTORS

TABLE OF CONTENTS

Page
Introduction 4
Preliminary Procedures and Information Phase 5
NGEDA Conference 5
Hotel Visits
Hotel Selection 5
Housing Committee 5
Complimentary Registratioior Company Grade Officer 6
Following the NGEDA Conference 6

NGAUS Conference Registration
NGAUS Resolutions

NGAUS Awards Program

Official NGAUS Conference Call Letter
Officer Development Program (OPD)
By-Laws Changes

Administrative Leave Requests
Executive Director as POC

N~NN~N~Noo

o

Preparation Phase
Conference Rguirements 8
Registration 8
Hotel Room Deposit Refunds

Added Options

Publicize State Registration 8
Trading Pins 9
Hospitality Room 9
Apparel 9
Rental Vehicle 9
Staff 10
Officer Professional Development Mentor 10
Hotel Coordination 10
Hospitality Night Event 10
Administrative Box 10
Conference Guide 10
Sponsorship Letter 11
Photographs 11
Delegate Contact List 11



Page

Conference Phase 12
Prior to Attendee Arrival 12
Hotel Coordination Meeting 12
Hotel Checkin 12
On Site Registration Booth 12
On Site Membership Booth 12
Conference Administrative Areas 12
Post Attendee Arrival 13
Executive Director Role 13
Host State Welcome Couple 13
Hospitality Room 14
Hotel Check Out 14
Hotel Cancellations 14
Transportation 14
After Conference Phase 15
Points of Contact 16
Attachments
1. NGEDA Hotel Selection Checklist 17
2. Hospitality Room Guide 18
3. Hospitality RoonSponsorship Letter 20



NGAUS CONFERENCE USER GUIDE
FOR EXECUTIVE DIRECTORS

INTRODUCTION

This guide is offered by the National Guard Executive Directors AdsmtiNGEDA)

to assist associatioexecutive directors (ED) in coordinatingand overseng their
association’s participation in the National Guard Association of the UnitedsState
(NGAUS) annual general conference. Use of this guide is strictly voluatargoes not
presumeto offer a complete or better solution for an effective and sst@eNGAUS
conference thapolicies currently used by the associations.

This guide captureselpful hints and suggestions that have proven succdesfbmein
the planning and execution of their association’s attendance at the NGAf¢&oacs.



PRELIMINARY PROCEDURES AND INFORMATION PHASE
(JANUARY —MAY)

There area numberof requirementso be accomplished bthe eecutive director to
ensure thahis/herassociation has an enjoyable NGAUS conferegxqaerience The
first phase begins dhe NGEDA conferencand endsafter returninghome fromthe
conference

1. NGEDA CONFERENCE. Traditionally convened during the month of
January this important conferencis conducted athe site of the upcoming NGAUS
conferenceand is the start oplanning for thatyear's event Executive directorsvill
interactand discuss ideas with other BDassociation officers and corporatgitiesin
attendance The following preliminary guidelinesre offered

a. Hotel Visits You will visit the hotels that have contracted to provide sleeping
and hospitality rooms for the NGAUS conference. Romtes will have been
determined in advance; howevérere may bedditional fees; i.e., state and city taxes,
resort fees, parking feestc. The checklist at Attachment ¢Ragel7) may be helpful
in selecting the hotel for your state delegation. Copies can be reproduced andalised at
the hotels visited. It is also suggested that bringing a camera or smart phranéoal
photographsleeping and hospitality rooms may help remind you of the various room
layouts. If you wantto bring outside food and beverages in forrybaspitality room,
ensure the hotel will allow that.

b. Hotel Selection. When all hotel visits are completethe hotel selection
process begins. Your state should have been assigned a hotel lottery number at the
previous year's NGEDA conference. The lower your lottery number, the lobtiace
your state has for the hotel of your choice. The hotel seleatiom ih your NGEDA
conference registration packet will let you rank your first three chormbsh@ number of
sleeping rooms you estimate you will need for the NGAUS conference. Mosttstate
that numbeon historical datgrom previous conferenceddospitality roomchoiceswill
also be indicated on the selection form. The hotels offer different sizes of hyspital
room space at different rates and nhialspecial names for the suites; e.g., Presidential
Suite, Large 8ite, Mini-Suite, and Corner Suite, to name a few. Some of the suites may
include one or two sleeping rooms, ahdt may help you reduce the number of sleeping
rooms needed. Although the selection form requires only your top three choices, we
suggest listingll your choices in ordeof preference, especially if you have a very high
lottery number. Be sureto turn in your selection form; and if possible, once your hotel
selection is confirmed, return to that hotel and meet the appropriate staff ydoewil
working with to coordinateour stay. Suggest meeting with the directof sales or
catering/banquet andoom service director to coordinate food and drink for your
hospitality room. Exchange business cards to help when it is time for directnetianali

c. Housing Committee You will meet with theNGAUS conference housing
committeeand be informed of your hotel assignment #gmeinumber of sleeping rooms
and hospitality room assignment. Your room deposit payment will be required at that




time. Sleeping room deposits are $100 per number of rooms assigned and $200 for a
suite. For example, if you select 40 sleeping rooms and one suite, the deposit to hold
those rooms is $4200Jnderstand what you are being assigned; and if you have an issue
with your assignment, resolvéat with the housing committee at the meetinghe
NGEDA immediate past president will be present to help ensure your satisfactio

d. Complimentary Registratiofior Company Grade Officer Traditionally,
NGAUS and the NGAUS conference exhibition promotion company offer
reimbursement of the conference registrafe@for one company grade officer per state
each year. In your NGEDA conference registration packet, you should receive
information and an application for this offer. hére is criteriontha your association
must meet in order to qualify for this benefit. Be sure to ascertaintkiitis being
offered and obtain your information and reimbursement application form.

2. FOLLOWING THE NGEDA CONFERENCE. Additional information

from NGAUSwill be provided to the states following the NGED@&nference You may

be answering NGAUS conference email and meeting early conference deadlines
concurrently with your own statessociatiorconference preparation and execution.

a NGAUS Conference Registiion In February, theNGAUS registration
committee will provide (1) the official NGAUS conference registration informétio
program software via-mail, (2) a registration and housing instruction letter listing hard
deadline dates that must be met ushmgregistration program software, and (3) a sample
conference registration form that you will modify to fit your state association
circumstances. The modified registration famli allow your association members to
register for the conference througbu. You will collect the monies and registration
forms in your state and provide that information via the official conference aeftw
program and send it in electronically. Note that some events cost extra, and lyou wil
want to recover the $100 room deposits you paid at the NGEDA conference, so be sure to
collect all monies required. Your registration form should include payment method
optionsand deadline date for return of completed forms to you. You may want to show
the total actual hotel room clygr as opposed tdhe basic room rate. Make the
registration form as user friendly as possible. Finally, print copies obatlrggistration
reports and bring those to the NGAUS conference to confirm with Greg Garner,
conference registration program tsedre POCat Phone No. 806522391 or emalil
greg.garner@us.army.mil

b. NGAUS Resolutions You should receive-mail from NGAUSheadquarters
in the April timeframereminding you that the deadline tobsuit proposedesolutions to
NGAUS is 5 May. The POCor the resolutions process ixie Ross 202-454-5326
or resolutions@ngaus.arg

c. NGAUS AwardsProgram You should receive information about the
NGAUS awards program irthe April timeframe  Should you wish to submit a
nomination(s) for a NGAUS award, that informatisryour guide The NGAUS website
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Awardslink is another good source of information. The NGAUS awards program POC
is Mr. Rich Arnold, 202-454-5301 oichard.arnold@ngaus.arg

d. Official Conference Call Letter You will receive the official call of the
NGAUS General Conference from the NGAUS presiderthen May timeframe You
should print, read and keep that information handy. In addition, visit the NGAUS
website often for updated information concerning the conference, espethally
conference schedule of events that provides information about the day to day activities

e. Officer Development PrograrfODP).  Your state adjutant general should
receive information from NGAUS in théMay timeframe concerning theofficer
developmentprogram (OPD). NGAUS has been asked to providecopy of that
information to association executimdirectors as well; howevefrf, you do not receive
that request a copy from your adjutant general or contact NGAUS and agkefor
information Again,thatinformation should arrive in May; however, it is sometimes later
and does not allow much time to disseminate the information and receive nominations of
officers to attend the NGAUS conference to participate in the program.

f. By-Laws Changes All proposedby-laws changesare due aNGAUS the first
week ofJune eaclyear. The NGAUS bylaws point ¢ contact is listedon Pagel6
under Points of Contact.

g. Administrative Leave Requestsin accordance with your state’s human
resourcs office (HRO) directives, @ministrative leavépermissive TDY for full time
technician/AGR personnel may be graht® members attending as delegates to the
NGAUS conference.

h. Executive Director as PQCAs executivedirector, youarethe point of contact
(POC) forconference attendees from yatate Questions willariseprior to and during
the conference thatour memberswill expect youto answer orknow where to gethe
answers. It may be helpful to make a folder or three ring bifadeall preliminary
informationand future data.That will give you aone stop locatiorior informationto
answelinquiries ad remind yowf what you have coordinated.

We are now well into June and you can really start putting your own spgaiaise on
your association’garticipation at the conference. Your imagination and of coyoae,
budget,will determine how muchyou can provide for the enjoyment of your state’s
delegation.
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PREPARATION PHASE
(JUNE TO CONFERENCE TIME )

There are still deadlines to meparticularlyregistration and hotel room deposit refund
dates. Also, there isstill time toconsider some n&ssentiabndrewarding supplemental
optionsto make participation at the conference beyond enjoyable and a sensational and
great experience for your members. Detailed bel@wlaremainingrequirementand

some ideashatcanadd much to the confereneg&perience You will have todetermine

if the extras araffordableand whetheyou are willing to put forth theffort to provide

them.

1. ConferenceRequirements There are some very importatgadlinesthat you
do not want to overlook, and thosdaetare normally in July and August. Referytour
registration and housing instructicetter to determinghose deadlines.

a. Regqistration You mustcomply with the NGAUS onferenceegistration final
submission date, normally in July. You may have to enter erroneous dataexpyect
late registration submissions from your membersstill have not received the OPD
attendee nameghen orrect that later when those registrations are received.

b. Hotel Room Deposit Refunds Recovery ofroom depsits paid at the
NGEDA conferencemust be requested by the deadlindicated No refunds will be
madeby the host stateor unused hotel rooms aftére cutoff date If you find yourself
with unused rooms after the deadline, check with the hotel aungeits cancellation
policy. You may be able to recover the deposit from the hotel. Another consideration is
whetheryou want to riskosingsome oom deposgin order to save hotel rooms for late
registrants. If registered members cancel unexpdgt after the deposit refund date ibr
theycall you at the conference and cancel, be sueskthe hotelto cancel thatoomso
thatyour association or the member that cancelled is not charged for the Ezoher it
was suggestedthat you meet withyour assignedhotel’'s drector of sales prior to
departing the NGEDA conferenceThat individualmay be able to help withunused
room conflicts and cancellations. Another thiogconsiderif you have rooms that you
do notneed is to contact antherstateED whose delegatiois assigned to your hotel and
determine if he/she has a needdgtra rooms.

2. Added Options. The following options areffered for your information and
suggest ideas for a smoother process and added boMmesan howeverstll execute
a great NGAUS conferender your membersvithoutthese extras

a. Publicize State Registration You developed your state registratiform
during the preliminary phasenow youneedto get that information to you memiser
This can be damina number of ways, to include:

* Usethe National Guard electronic bulletin boardsonilar publicationn your
stateto announce thBIGAUS conference
* Place information posterwith National Guardinits



*

Sendinvitations tospecifc individuals especiallyretirees andhose that
have attended past conferences

Send information tadministrative officers at NG unifsclude

copies of the registration form)

Promote the conference iaeeting with National Guargersonnel

* Requestinnouncements leadeat unit training assemblies

Update the association websitacebook, etcwith conferencenformation
to includea copy ofthe registration form

*

*

*

b. Trading Pins Most state have lapel trading pinsnade each year that
highlighttheir state. You can develogour statepin yourself or youmight want toform
a committee to do thisThe pins might feature gpecific theme ohighlight something
uniquethat identifies an@mphasize your state Some examples of pins that have been
used in past years are variousiotor vehicle pinsby Michigan andWizard of Oz
characterdoy Kansas; and théArkansaspin usuallyportraysa razorbackhog for the
University of Arkansas Razorbacks football team. Everybaggys trading the pins
with other statesand some even try wllectall fifty -four pinsduring the conferentelf
your associatiois able topurchase the pins and provide them to yattendeest is sure
to be a big hit wh them. Two trading pin companiethat we recommend are listed
underPoints of Contacbon Page 16 of this publication And, there is usually a trading
pin company exhibit at the NGEDA confererthat you might want to support with your
pin order.

c. Hospitality Room Hosting ahospitality suite/roonwithin your assigned hotel
is always an addeeatfor your delegation. It provides focal pointfor your peopleto
meet, relax and enjoy themselves$.also allows you to showcase your state to eisit
that stopin. It providesa placefor your association executive committee and/or your
entire delegation to meet to discuss iteshgoncern/interest. Everyone can meet there
before going to a function as a group. Whatever you can provide in theofway
refreshmenis always appreciated. Since lunch is provided by NGAUS in the convention
exhibition center, many statessmply provide light snacks and drinks as a way to stay
within budget. Stateswith larger budget may offerbreakfast during the comfence for
their delegates If you have a specific theme for your state, the hospitality room is a great
place to decorate and add more enjoynientour delegation and vit®rs. It is a good
idea tohave someone in the hospitality roan all timesto meet and greet visitors.
Another avenu¢o consideris to combine with another state inetlsame hotel and share
the cost of a hospitality room.

d. Apparel Providingmatching shirtscafs, vess, etc, to your delegation is an
extra way to thank therfor supportingthe conferenceand showsunity among your
delegate at conferencefunctions Following the conference,those itemsbecome
souvenirsof the event. Depending on your budget, your association can donate the
apparel or charge your attendeestfas option.

e. Rental Vehicle Although shuttle busemre usually provided by the host state
to and from the airport and hotel on the assigamenal and departurdays and trom




the convention center during the conferermceental vehicle is alays anasset. Theycan

be used for trips to local vendors in order to stock and replenish your hospitality room at
a more affordable price thdwying onsite You can add a VIP toudor individuals
needinga ride to the airport on days that shuttlesadorun. And, g all means you will

want to assist youmadjutant generabnd othergeneral officers with this option to
accommodate their scheduleslf someone needs transportation foon-emergency
medical treatment, thigill save time. You maywant to transport VIPs or corporate
members to a local restaurant for a special meal/event

f. Staff. If possibleenlistsomeone to help youThere are timesshenyou need
to attend meetings or entertain certaidividuals If you have a least one penstmwork
the hospitality room,you will have time @ accomplish your duties as ELY.ou may be
able to use officers attending the ORbgramby scheduling them tevork in your
hospitalityroom when not attendintpe OPD sessions.

g. OPD Mentor Arrange for aresponsible senior officewithin your state
delegationto oversee the OPProgramjunior officers. The junior officers are usually
first time attendees at tidGAUS conference angkquireguidance to help them with the
OPD requirementsind to understand the schedule of events arthe functions they
should attend.

h. Hotel Coordination Contact your hotel prior tarrival to confirm the rooms
reserved for your attendeasd anybanqueteventorders (BEOs) or purchases for your
hospitalityroom The start datéhat allowsdirect coordination with the hotel is provided
in the registration and housing instructiettér.

i. Hospitality Night Event This is an awesome evening that canhlesed in
your own hospitality room amoved toanotherdocation You can save money by joining
with otherstatedor a combined event unique to yanmoup Onecombined groupf ten
stateswithin the Southeast Conference (SH@shosed a SEChospitality night event
for the past few years Planning or thatcan beinitiated duringthe NGEDA conference
andevery effort made to find a locatipabtain information anddecide on a lead s&a
Final preparationan be accomplishedprior to the NGAUS conference to ensure
everything is set for the big eve

j. Administrative Iltems Bring items such as blank checks to pay registratiamh
appropriatefees, a small cork bulletin board or dry erase board for posfimgportant
information, Postt notes, pens, tape, thumbtacks, paper and envelopdsst &d kit is
a good idea. Your attendees will appreciate your thoughtfulness and concern. Do not
forget your NGAUS conference planning binder.

k. Conference Guide An economicalasset thawill be helpful to your state
delegationis an abridged informational pamphletPrepared in advancehi$ guide
providesa quick reference that captures each day’s conference meetings, events, etc.
showing what, when, and whereventsare taking place. It can also shoaminders
concerning appropriatattire and information about your hospitality room. If yauil
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servemeals in your hospitality room, thguide can include menus and serving times.
See Attachment fbr a sample guide.

|. Sponsorship Letters You might want to dvelop a letter requestirfmancial
contributions to support yourassociatiots attendance athe NGAUS conference.
Establish a lisof businesses and individuals in your state thaght assist youwith a
donation You will be pleasantly surprisedith the result of this effd. Donations
received catbe used to help offset your hospitality room expenses or sponsor a particular
junior officer. Include a self addressed stamped envelope with each. leBee
Attachment 3onPage20 for asample letter

m. Photographs Ask an associatiorstaff memberor member of your state
delegation to bring a camera and take photographs during the conference for latgr posti
on your association website. And, ask for copies of photographs made by others in your
delegation.

n. Delegate Contact List Develop an enail list of your conference delegates.
This handy tool will allow you to provide information as it develops and keep everyone
up to date right up to departurme.

The preplanning and coordinatingf the aboveoptions will add significantly to a
smoothly run conference that will be a tremendous experience for your members i
attendance. The more you prepare and coordinate for your attendebstténéheir
experiencewill be. They in turn will be sure to advertisetire conferences to their
friends and attendance is sure to grow!

This brings us to the next phasethe conference itself.
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CONFERENCE PHASE

Hooray, it's Conference time!Your conference binder isow full of all the information
compiled during the first two phasesThere is stillwork to do .... someto be
accomplished prior to your attendees arriviagd some coordinationhat is necessary
after they arrive What's firs®

1. Prior to AttendeeArrival . Somepeople do not travel well and Warrive after a
long daycrying, “What else can go wrohig The following suggestions mayffer a
calming transitiorfor those individuals.

a. Hotel Coordination MeetingA meeting with the appropriate hotel stsifiould
be arranged prior to your aral wherein your attendee hotel registration list is checked to
ensure it matches the hotel guest tistinclude ensuring that everyone has a room for the
correct number of nightslf you have special needs attendees, check that those are being
met. Checkbanquet eventrders (BEOs) and otherprearrangeglansto ensure those
agree with the times and dateskown bythe hotel.  Confirm thathe hotel POC
understands qur attendees should receive credit on their inwofoe the $100 room
deposit. If any attendees cancel at the last minutégrm the hotel so as not to be
responsible for any chargesnd youmay also be able to receigerefund of thes100
room deposit.

b. Hotel Checkin. Arrive early enough to coordinate outstanding issGéeck
your hospitality roomas soon as it is availab&d consider when your first guests will
arrive. If possible haverefreshmerg availablefor your guests upon their arrivaMany
states association and corporateembers arriveearly to play in the NGAUS golf
tournament.

c. OnSite Registration Check theconference chedule ofeventsatthe NGAUS
websitefor the conferenceegistrationbooth hours of operatioand thdast date you can
claim a conference registration refund in the evaina late cancellationby one of your
members To complete yourstate’sregistrationat the registration boothyihg a check
for registration paymentsnd dcetermine any refunds due you because of cancellations.
Review all paperwork you receii® ensurethat event tickets, name tags, etarein
order. This will preventdealing withmisspelled nameshortageof event tickets oother
mistakes that require correction Pick up registration reimbursement formas
appropriate; i.e gomplimentary registratioreimbursement foNGAUS award re@ients
andthe company gadeofficer if that isoffered andf that informationwas notprovided
at the NGEDA conference.

d. OnSite Membership Booth This area should be located néae registration
boothand is vihere you willconfirm the NGAUS membership status yur delegates
and other committee members.

e. Conference Administrative AreasAfter completing the osite registration,
locate theNGAUS and host stat@dministrative areasfor event locationinformation.
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Everyone will be looking to you to find out where to go and how to get there. Some of
the places you should locate are:

e Administration Room Eachstatés mailbox is locatedhere Sign in with the
personnethereand let thenknow who will be picking up maior your state. Check for
mail at least onceachday and moreoften if possible Reimbursement checks may be
placed in your mailbox prior to the end of the conference.

e Operations Room This is where you caaddress issues aoncerns you have
with the conduct of the conference.

e HostStateRoom Addressquestionfconcernshat the host state can answer
correct. For example,

° Hoststate reimbursementich as returned hotel room deposits.

° Registratiorwelcomepackets These include local area information and
NGAUS conference informationdentify how many welcome packets you need for your
attendees and coordinateitherival times and drop locations at your hotel.

° Hotel WelcomeCouple. The host stateustomarily assigns a couple
to assist each state during the conferend®u can get information as whenyou can
meet with your state’s assigned couple and determine whether they well yioar
welcome packets.

2. Post Attendee Arrival. Your attendes will arrive at different times angossibly

by different modes of travel. It is good to have an idea of expected arrivals and
departures. The following tips are offered to help make them welcome and provide an
enjoyable conference.

a. Executive Diretor Role Be available. Youmight meet some members of
your delegation at the airport and escort them to the hadtskistwith hotel checkin
problems. Ensureverybody has satisfactory accommodatiori3o notbe so busy that
your attendees neveresgou. Be visible not only at scheduled business meetings and
events but intermingle with them in your state hospitality room. Get invobmdimake
sure they are having a good time. &eressibldo answer questionand help with
problems. Keepheminformedwith informationchanges that you feakreimportant to
passalong Keep yourassociation msident abreast of situations and decisionsdhat
important. Meet with your association officers as necessary.

b. Host State Welcom€ouple Normally the host state will assign one or two
people to man an information stationthre hotel lobby. Many timesthis is a retired
married couple. These individualswill be available toanswer questions during the
conference concerning scheduling, location, ekdake these people welcome among
your state attendeednvite them to your hospitality roomnd establisha friendly bond
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with them. Thesepeople know a lot about the area arah provide a wealth of
information

c. Hospitality Room At conkrence end, make necessary arrangements to clear
the room with the hotel and return iteass appropriate Coordinatatemsto bereturned
to your home state.

d. Hotel Checkut Determinescheduled hotel checkout times and any rules or
fees. There malpe an added charge for late checkoRemind attendee® make sure
their $100 room depositas beemrredited to their hotel invoice. It is betterresolve this
issue before leavinthan for them to contact you after they return home.

e. Hotel Cancelations Some individualsmay cancel or fail to attend the
conference aftetheir registration feedhiave been paid Be prepared to coordinate this
with the NGAUSregistration office and the hotel stafff you are charged for a nigat
lodging or lose the hotel depositecdide whether thatexpensewill be passedo the
member o your association will absorb it.

f. Transportation Obtainshuttle transportation scheduling information prior to
the end of the conferené®m one of the conference admingion offices. Inform your
attendees of hotshuttle procedures and airport informataswell.
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AFTER CONFERENCE PHASE

The conference is over and now thare afew administrative itemto address:

1. Write a story for youwebsite and include pictures if possible of all the exciting
events athe conference.

2. Send a note or email thanking your delegation @hédrsfor participatingin the
NGAUS conference.

3. Keep in touch with  NGAUS to ensure that you recedale appropriate
reimbursements. Thesaayinclude:

a. NGAUS AwardRecipients. Eachward recipients entitled to reimbursement
for their conference registratiorContact Mr. Rich Anold at NGAUSfor pictures ofthe
awards ceremony.

b. ComplimentaryCompany Grade OfficeRegistration. If your association
applied for complimentary registration for a company grade officer figar
association, you musubmitthe appropriate paperwork tequest reimbursement.

4. Local Announcemest Utilize local nevspapers or National Guaglblications to
advertise noteworthy eventelating toyour attendees; i.e., recogniaevard regients
nameOPD program attendees, etc

5. Save your conferendeformation binder.Everythingstarts oveagain in four months
at the NGEDA Conference.
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Points of Contacts

NGAUS
Awards
Richard Arnold
richard.arnold@ngaus.org
Phone No. 202-454-5301

By-Laws
Major General (Ret) Daniel B O’Hollaren

danoh73@comcast.net
Phone No. 503-584-2223

Resolutions

Dixie Ross
resolutions@ngaus.org
Phone No. 202-454-5326

Membership
Bonnie Carter

bonnie.carter@ngaus.org
Phone No0.1-888-226-4287

Conference Reqgistration
Mr. Greg Garner
greg.garner@us.army.mil
Phone No. 801-652-2391

Other

Trading Pin Companies

Donna Reda

The Pin Center

donna@pincenter.com

Phone No. 800-553-9490 or 702-227-6200

Troy Headley

Point Emblems
troy@pointemblems.com
Phone No. 801-390-5811
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HOTEL:

Distance from Convention Center:

Rank

12345678910

HOSPITALITY SUITES

NAME/TYPE

PRICE

NUMBER

SIZE

MICROWAVE S ML or None S ML or None S ML or None
CONVENTIONAL OVEN S ML or None S ML or None S ML or None
STOVE S ML or None S ML or None S ML or None
REFRIGERATOR S ML or None S ML or None S ML or None
COUCH Y/N Y/N Y/N

# OF LOUNGE CHAIRS

DINING TABLE, SHAPE

oval/rectangle/square

oval/rectangle/square

ovallrectangle/square

# OF DINING CHAIRS

TV Y/N Y/N Y/N
RESTROOM IN SUITE Y/N Y/N YIN
ADJOINING SLEEPING 0,1,2 0,1,2 0,1,2
ROOMS
ROOM INCLUDED WITH Y/N Y/N YIN
HOSPITALITY SUITE
SLEEPING ROOMS
NAME/TYPE
PRICE
NUMBER OF ROOMS
SIZE
MICROWAVE S ML or None S ML or None S ML or None
CONVENTIONAL OVEN S ML or None S ML or None S ML or None
STOVE S ML or None S ML or None S ML or None
REFRIGERATOR S ML or None S ML or None S ML or None
COUCH Y/N Y/N Y/N
MEETING ROOMS
NAME/TYPE
PRICE
NUMBER OF ROOMS
SIZE
TV Y/N Y/N Y/N
NOTES:

NOTES:

Attachment 1. NGEDA Hotel SelectionChecklist
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Attachment 2. Hospitality Room Guide

Daily News

Exciting Times! .. Monday ..... September 10, 2012

0630-0730 5K Fun Run (Rancho San Raphael)
0630-0930 *Breakfast (Arkansas Hospitality Room)
0800-0900 Professional Development (Convention Center C4)
0800-1200 Resolutions Committee (Army) (Convention Center E2)
0800-1200 Resolutions Committee (Air) (Convention Center E3)
0900-1100 Area IV Meeting/Caucuses (Convention Center F5)

(OPD attendees are encouraged to attend Area IV events)
1030-1200 Company Grade Professional Development/Brunch

(Convention Center C4)

(Other OPD attendees visit exhibits — Exhibit Hall 1,2,3)
1130-1300 Light lunch/snacks (Arkansas Hospitality Room)
1200-1700 First Business Session (Exhibit Hall 4,5)
Hotel pickup for Governor's Reception
(Meet in Arkansas Hospitality Room at 1730 hours)
1800-2300 Governor's Reception (Reno Aces Baseball Stadium)
2100-2300 Bus transportation to hotels

*Menu attached
Attire:
Meetings/Business Session: Military Class B/Civilian Business Casual
Governor's Reception: Civilian Casual/Conference Shirts

Exhibition Hall hours: 1030-1700 hours
(Ribbon Cutting ceremony at 1030 hours)
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Attachment 2. Hospitality Room Guide (Cont'd)

Men
Monday , September 10, 2012

Arkansas Hospitality Room

Breakfast 6:30 a.m. — 9:30 a.m.

Breakfast Croissant Sandwich Station
Fresh baked butter croissants
Scrambled eggs
Diced ham
Breakfast potatoes
Fresh sliced fruit
Coffee
Juice
Water

11:30 a.m.— 1:00 p.m.
Light Lunch/Snacks

2
seg?
L
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Dear

We are making plans for the 2012 National Guard Association of the United States
General Conference to be conducted in Reno, Nevada, in September. Our association
will be well represented with approximately _ members and guests making up the

(state) delegation. We will host a hospitality room for our members and open it
to other state associations as well. In addition, we will participate as one of seven states
sponsoring a special hospitality event to help strengthen the bonds among the other
associations.

These events are costly, and any monetary support your organization can provide to
help defray our expense of approximately $ will be greatly appreciated and will
add significantly to the enjoyment of the activities. Your company’s generosity will be
recognized and exhibited throughout the conference.

A postage-paid envelope is enclosed for your convenience, and we thank you in
advance for whatever you can do. If we can provide additional information, please
contact our office at or e-mail

Thank you again for your support.

Kindest regards,

Executive Director

Attachment 3. Hospitality Room Sponsorship Letter
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