NARFE State Conference Procedures
1. Conference Chair:
Appoint all Committee Chairs.  After dates for conference and the facility have been selected, call meeting of all Committee Chairs.  Bring them up to date on what has happened so far. Explain duties of each Chair. Keep in close contact before and during conference. Assist Chairs in getting helpers. Send letter to Federation President requesting “seed” loan to open conference account if desired. Keep in close contact with Federation President. See that he/she is briefed on everything happening and satisfied with planning. Consider any advice he/she has to offer. 
                                   
2. Advisor or Co-chair:
Should be someone with previous Conference Chair experience. Advises and assists Conference Chair wherever and whenever needed.

3. Facility Chair:
After dates for conference are firm, set up appointments to interview three or more hotels.  Should have needs outlined for meeting rooms, banquet space, number of delegate rooms to block, food prices and number of vendor tables before you start. After interviews are completed and bids received, confer with Conference Chair and select hotel on basis of cost and conference needs.

4. Secretary:
Take minutes of all conference meetings. Prepare registration package – Cover letter, registration sheet, booster and ad sheet for chapter packets. Acquire mailing list for all chapter presidents (towards end of year) and any others who will receive the packet. Prepare packet address labels or work with someone who has access to these addresses. Mail packets at designated time. Obtain list of all deceased members for the previous year from Federation Secretary and give to Chaplain/Memorial Chair. Correspond with all chapters and federations where needed. Work with other committees to insure all correspondence is handled timely.  (Packets could be sent by e-mail as only one of everything goes to each Chapter).

5. Treasurer:
Prepare conference budget. If needed, request seed money from Federation. Open bank account. One signature required on checks, but two signatures on the account. Order checks. Receive all monies for deposit and keep running totals and records of all registrations, ads, boosters and etc. Dispense funds as needed.  Responsible for Chapter ad copy reaching Program Book chair. 

6. VIP Handling:
Obtain welcome speaker for opening of conference (suggest Mayor or assistant). Introduce and make appropriate response. Have necessary transportation available for arrival and departure of National VIP.  Obtain Color Guard, if used. Other duties, as may be determined by the Committee Chair.

7. Chaplain:
Opening ceremony invocation.  Pledge of allegiance.  Memorial Service, if desired.
          
8. Memorial Services:
Any member who passes away from January 1 through December 31 of previous two years will be remembered at memorial services.  (List will be provided by conference Secretary).  Ceremony at discretion of Federation President and Memorial Committee Chair.  (Flag salute, invocation, benediction)?

9. Advertising Chair:
Solicit commercial ads for program book. Handle correspondence for ads. See that program book chair receives ad copy.  Ad payments go to Treasurer.  Sell Vendor tables.

10. Alzheimer’s: 
Responsible for setting up table for sale of items donated by members.  Price all items.  Set up schedule for helpers. See that the table is attended by one or more people when conference is not in session. Obtain item for raffle. Need raffle tickets.

11. Door Prizes:
Purchase or ask for donations of 10 – 15 items with similar value.  May combine more than one item to have desired value.  Work with Federation President’s program for time to draw for prizes.

12. Entertainment:
Select entertainment for banquet, if desired.

13. Greeters:
Set up schedule so that someone will be inside front of hotel from Wednesday afternoon through Thursday morning. Welcome and direct all members and guests to all areas of facility: Check in desk, elevators, registration desk, meeting and sleeping rooms and etc.  Try to answer any questions they may have. 

14. Program Book:
Assemble program book:  Conference program schedule (Fed. Pres. to supply), advisers, boosters, ads, national officers, district VP’s and appointed officers, conference rules, picture of Fed. President, picture of Region VP, history of NARFE, picture of conference chair, list past presidents, Federation officers, list of chapters.   Need expert proof readers. Get bids for printing program book. Select company and determine deadline to take material to them.

15. Name Badges:
Obtain materials for making name badges.  There will be different colors for different titles:  Federation Officers, Delegates, Visitors & etc.  Print name badges as registrations are received from Treasurer. 

16. Registration:
Open Registration desk first and second days of Conference.  When delegates register, log them by chapter and district for the credentials committee chair.  
(List will be provided for you).  Give them name badge and registration bag.

17. Registration Bags:
Supply of bags is provided by BC/BS.  Gather misc. items for bags.  Could be advertising gimmicks such as pens, pencils, note pads, maps, refrigerator magnets and etc. Also include Program book and any other conference items in each bag. Fill bags day before conference opens and store filled bags in safe place. 

18. Set-Up Checker:
Insure that everything is in place for banquet.  Place menus at each plate (if using) for banquet.  
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