
VIRGINIA AIR FORCE ASSOCIATION

STATE OPERATIONS AND CHAPTER HOSTING GUIDE 
20 November 2006
INTRODUCTION:
These procedures are to be used as a guide by the State President and those state chapters who are scheduled to run or to host a VA State quarterly meeting or a VA State convention.  The procedures herein are taken from events that have been encountered by various chapters over the years and those that have proven the most satisfactory to attending personnel in times past. These procedures are advisory and may/will be changed and/or corrected as the Virginia State Executive Council and ongoing events dictate.

ADMINISTRATION:

The announcement of the chapters scheduled to host each of the upcoming state meetings is made by the state VP/ADMINISTRATION at state quarterly meetings (reflected in that meeting's minutes).  The locations (chapters) and dates of these meetings are announced for the upcoming three or four quarters.  A chapter's hosting is voluntary, but all chapters are expected to act as host. As of this writing, Virginia has 10 chapters; this means that each chapter will host at least once every two and one-half years.  Chapters waiting until the end of this period to "volunteer," will face host-chapter assignment by the State Executive Council.  Chapters wishing to host a meeting should work out specific details with the VP/Administration and the State President. Personnel responsible for the dates (weekend) of a chapter's hosting must avoid "busy" periods such as: Mother's Day, Veteran's Day, Memorial Day, in-town football games or other sports activities, college graduation, etc. that would hinder required member attendance. State Conventions are normally scheduled as the third-quarter meeting. State conventions differ from quarterly meetings in that:

          1. They are normally scheduled for the 3rd quarter each year.

          2. All state AFA members are invited (all chapters; not just hosting chapter).

          3. Saturday luncheon will include giving National and state awards to state, chapters, and members.

          4. A nomination committee will submit to the Executive Council the names of those individuals to be placed on the ballot for the voting that will determine the officers (President, Vice-President,  Secretary, & Treasurer) who will lead the state AFA in the 

   
     following year (beginning October 1st). Normally the Virginia State elects its officers for a period of two years only requiring a nominating committee every other year.
PERSONEL ATTENDING STATE MEETINGS will be:
     1. Members of the State Executive Council.

     2. Chapter presidents or appointed chapter representatives.

     3. Persons determined to be future chapter officers.

     4. National AFA officers and personnel.

     5. Previous state presidents.

     6. Central East Region President.

     7. Invited guests (approved by the state president).

     8. Members of the host chapter.

     9. All state AFA members are invited to attend the State Convention.

ATTENDANCE:

With the approval of the State president; Chapter presidents and other personnel may be excused from attending a specific meeting. Chapter president will send a designated representative in their absence. 

DRESS CODE:
The dress for Saturday's meeting can be business casual. The dress for Saturday evening's dinner will be coat & tie for the men and appropriate attire for women. 

AGENDA:
The State President will publish an agenda for each of the state meetings.  A draft agenda will be sent to each delegate prior to their departing for the meetings.  The format is at the discretion of the State president.
NAME TAGS:

Name tags are to be worn by all individuals:

          1. Attending the business meeting ($1.00 fine for not wearing a name tag).

          2. At the Saturday dinner (name tag material will be provided by the host chapter for spouses & guests).

          3. Recommended but optional in the hospitality suite.

These tags are particularly important for individuals new to these meetings. Personnel new to the Executive Council should contact the State Treasurer to have a name tag ordered. 

REIMBURSEMENT:
The cost associated with the hosting of a state meeting is supported by the state. If a host chapter needs financial help to provide food and snacks, decorations, etc, they will submit their request for up to $300 to the State Treasurer. A summary of how this is spent will be provided to the Treasurer after the meeting.  Costs for beverages will be borne by the State. 
When funds are available, authorized delegates are reimbursed for half of the cost of one night's hotel and for $.23 per mile (one-half of the government reimbursement rate currently 44.5 cents) for the delegates travel (round trip) to the meeting site from their homes.

EXPENSES:
The costs for which reimbursement is made are outlined in the section REIMBURSEMENT above.  All other expenses (tips, meals, beverages, parking, hotel, taxes, bell boy, etc.) are the responsibility of the individual attendees. The Saturday lunch and dinner (optional) are the only meals for which reservations are required.  Dinner on Friday night and the breakfasts on Saturday & Sunday mornings will be at the expense of the delegates. A continental breakfast should be available to business-meeting attendees in the meeting room (part of the host chapter's arrangements with the hotel).  The host chapter should provide a list of nearby area restaurants in the attendee’s welcome packet. The Saturday-evening dinner or other entertainment will to be made available to all chapter delegates, host-chapter members, and approved guests and is to be considered a chapter event (one of four mandated per year).  If the State President determines that the Saturday luncheon is to be a "working luncheon," all attending the business meeting should attend.  The State President will work with the host-chapter president & hotel in such case. If the state meeting is determined to be a "State Convention" (3rd quarter), all state AFA members are invited to attend.

FIRST-TIME ATTENDEES:
Most chapters have an idea of who their next president will be.  This individual as well as any new chapter council members should be chapter delegates to at least one quarterly meeting ahead of time to become familiar with the procedures.  These first-time attendees should be provided name tags and are encouraged to meet as many of the other attendees as possible.
HOSPITALITY SUITE:

It has long been a tradition that state meetings will be supported by a suite where chapter members can meet and discuss matters of mutual interest. Both alcoholic & non-alcoholic beverages will be available to AFA members at no charge. While the Hospitality Suite is the responsibility of the host chapter, we have been fortunate that volunteers have been available to manage and support the suite on behalf of the State. In the absence of the State volunteer, the host chapter has the responsibility and will comply with the following: 
Once a basic inventory of the bar is established, the host chapter will purchase beverages as necessary to replenish this inventory prior the next meeting. Food and snacks will be provided by the host chapter.  The Virginia State Treasurer will reimburse the host chapter or the volunteer suite manager for liquor, beer, soft drinks, and mixers.  Any liquor (opened), beer, and soft drink left from the Virginia hospitality suite at the National Convention will be used to support this inventory. In the absence of a State suite manager, it is the responsibility of the host chapter to pass the remaining inventory to the next meeting host. It is the responsibility of the next meeting host to take possession of the inventory and prepare it for the next meeting. 
If a State suite volunteer is available, the host chapter needs to check with him to ensure the suite requirements are adequately covered.
This suite is usually opened at 1600 hours on both Friday and Saturday of a meeting weekend.  Opening times will vary with the host-chapter's ability to man and supply the food & beverages.  Opening times and room numbers will be announced by the host chapter (at welcoming on Friday and at the business meeting on Saturday). 

HOST CHAPTER RESPONSIBILITIES
SCHEDULING:

Quarterly meetings and State Conventions are scheduled for a Friday-Saturday weekend with Sunday as a travel day. The hospitality suite normally opens at 1600 on Friday and is provided for the use of all attending personnel.  Check-in times for the hotel need to be provided to attendees by the host chapter.  The meetings normally start at 0800 on Saturday and runs into the mid afternoon depending on the amount of business to be covered.  A continental breakfast should be provided in the meeting room on Saturday with the option of a full breakfast in the hotel dining room or a local restaurant beforehand. The host chapter should cover all of these arrangements in their welcoming advisory (best if in a printed handout). 

NOTIFICATION:

Chapter newsletters are normally used to notify chapter members of an upcoming state meeting. The use of electronic mail should also be used, if available. Notification is very important since all members of the host chapter are invited to attend.  The newsletters must contain a reservation form (samples at the end of this guide) along with a map and/or directions to the location of the meeting and dinner.  When the scheduled meeting is entitled STATE CONVENTION, all of the state's AFA members are invited.  Invitations for a state meeting are accomplished by the host chapter sending a copy of their newsletter (or special letter) to the presidents of each of the other chapters.  These presidents must then pass the information on to their members, especially for State Conventions.  Copies of this invitation will also be sent to all of the members of the State Executive Council. Notification and information for the meeting will be posted on the Central East Region and Virginia State web sites (www.virginiaafa.org/VAAFA). 
HOTEL/MEETING ARRANGEMENTS: 

    The Host-Chapter Representatives:


1. Estimates the number of personnel attending and arrange for a block of rooms after 
negotiating the best rates:



a. 
Host chapters in the DC area normally require less hotel space due to their 
proximity to AFA HQ, the Pentagon, etc. Many members of the State Executive 
Council are from that area.



b. 
Conversely, the location of some chapters requires that almost 


all of the attending personnel stay in the hotel.


2. The Host Chapter will survey the area hotels for best rates.


a.
Most hotels will set aside a block of rooms at a specific rate in 


exchange for a guaranteed minimum number attending.  



b. The contract with the hotel will include a meeting room for Saturday, the hospitality suite, and the dinner (Saturday evening)
1) The meeting room should include tables, chairs, an American flag, a projector screen and table (if needed), and a Continental breakfast.  Arrangement of tables for the meeting will be as specified by the state president, but will normally be in a “U” shape with the screen at the open end..




2)  The hospitality suite must have a wet-bar area, a table 





for food, chairs & sofas, and ice availability.




3) The dinner:

 



a. Should be part of the initial arrangements with hotel.






1) Hotel will set deadline by which they 






  


must be notified of attendee count.






2) Attendance is by reservation only.
 




3) Attendance is prepaid by attendees or chapter 






   
(chapter pays for guests and no-shows). 





b. Chapter should make an effort to offer an entree selection to 





attendees at the best cost. Normally not more that two choices need to 




be made available:








1. Meat








2. Poultry   








3. Seafood








4. Vegetarian



4) If the State President has declared a "working lunch," to permit coverage of a 


long agenda, the host chapter will arrange for such with the hotel.  This also 


applies to a State Convention when the luncheon is the "Awards Luncheon" 


normally dedicated to the presentation of State & National awards.




5) Dinner Speakers



A  Saturday-evening dinner and after-dinner speaker is standard. A chapter




may elect to have some other kind of entertainment.  Such variance from the norm 


will be announced prior to the collection of reservations. However, arrangements 



for the following events should be made:






a. Have a cash bar available






b. Post the colors by local organization (AFROTC, 





    

 JRAFOTC, CAP CADETS) when available, preceding the  





    
 salute to flag.






c. Invocation (often by host-chapter chaplain).





d. After-dinner speaker or entertainment should be





    

 introduced by the host-chapter president with a gift for 







presentation to the speaker or entertainer.






e. National awards should be presented to chapter and/or 





     
its members for those unable to attend the 





    
 

National Convention).
f. Coordinate with the State president to determine whether he/she requests an opportunity to speak at the dinner meeting.
RESERVATIONS:


1. Reservation forms are to be included in a chapter newsletter (printed and/or electronic) which announces the meeting weekend.

           a. The newsletter must be issued far enough in advance (approx six weeks) to permit receipt of reservations prior to the suspense date set by the chapter and hotel, and will, as a minimum: 




1. Provide the date of meeting.





2. Specify the location of meeting.





3. Specify the time of dinner.





4. Allow members to specify spouse and guest names for 







preprinted name tags.





5. Provide a deadline by which reservations must be received.





6. Specify how payment check must be addressed.





7. Permit attendees to select entree for dinner





8. Specify to whom reservations are to be mailed.




9. Provide hotel information, to include name and location of hotel, reservation phone number, room rates, and deadlines. (See SAMPLE at the end of this Guide)
Notes: 1) Clip-out reservation coupons in a newsletter can present a problem if the information printed on the back of the coupons is vital (such as hotel directions) and is lost when the coupon is clipped and mailed. 


2) LOCATION (hotel, meeting & dinner):  Provide either a map showing the location of the meeting hotel and/or a set of instructions on how to get to the hotel.  
BANNERS, FLAGS AND PHOTOGRAPHS:

The host chapter will insure the meeting and dining rooms contain a U.S. flag.  An AFA flag and banner (on speaker's podium) should be used when available.  Chapters may want to use a local AFROTC, JRAFROTC, or CAP CADET color guard to post the colors.  Photos should be taken at all events at each quarterly meeting.  

HOTEL GREETER:

The host chapter will normally provide a member to greet the attendees as they check in (Friday).  This individual will be acquainted with:

          1.  Room in which Saturday's meeting will be held.

          2.  Time at which Saturday's meeting will start.

          3.  Room number and opening time for the hospitality suite.

          4.  Saturday's breakfast availability.

          5.  Items of local interest for spouses during Saturday's meeting.
 Handouts covering the above should be distributed along with maps and brochures of local area in a welcome packet.
ATTENDEES NOT STAYING IN HOTEL:

Updated meeting information will be available in the hospitality suite Friday night for those not staying at the hotel, at the hotel front desk or as arranged by the host chapter on the day of the meeting.
SPOUSES:

If the host chapter arranges events for attendee spouses, that information should be available in the welcome packets and/or in the Hospitality Suite on the Friday night before.
CANCELED MEETINGS:

Meetings scheduled for October through March may encounter weather that necessitates cancellation.  The State president and the host Chapter president will make the decision.  All attendees will be notified by telephone and e-mail.  The State President will notify the Executive Council and all others will be notified by the host chapter.  

SAMPLE:
Dinner and Convention Reservation form and information:
______________________________________________________________________________
Dinner Banquet Reservations Only

AFA Virginia State Convention & Banquet

AFA – Langley Chapter

Saturday Evening July 26, 2003

Radisson Hotel, Hampton VA

Dinner Reception at 6PM….  Dinner at 7PM

DINNER REGISTRATION FORM

Please complete the registration form, then fax to 757-896-1111, Attn: Pat Garvey OR e-mail to Patrick.k.garvey@boeing.com.  After submitting your registration form, please forward your payment to the mailing address at the bottom of this form.

Dinner Banquet Only Registrations and Check MUST BE RECEIVED NO LATER THAN CLOSE OF BUSINESS Monday. July 21, 2003.  


NAME:
_________________________________________ 

                                  SPOUSE/GUEST:    _________________________________


      ADDRESS:
_________________________________________



_________________________________________


Phone #:  (      )  _______________ ___  E-mail Address: ____________________

Dinner: per person includes salad, choice of entrée, potato, vegetable, rolls, and dessert, tax & tip

Make selection of Entrée:

__(____ Chicken Persilee- breaded chicken breast marinated in a herbed

Dijon mustard sauce.    For 1_____ ($16.75) or   For 2_____ ($33.50)
__(____ Prime Rib.  For 1_____ ($22.25) or For 2_____ ($44.50)

** MAKE CHECK PAYABLE TO: AFA Langley Chapter**

FAX OR E-MAIL YOUR REGISTRATION
MAILING ADDRESS:
E-MAIL REGISTRATION:

Patrick K. Garvey
Patrick.k.garvey@boeing.com
The Boeing Company
Phone: 1-757-896-1100

1919 Commerce Drive, Suite 460
FAX: 1-757-896-1111

Hampton, Virginia 23666

EVENT  REGISTRATION FORM

AFA Virginia State Convention & Banquet

25-27 July 2003

Hampton, VA

	          EVENT
	      COST
	NUMBER OF PEOPLE
	TOTAL COST

	Hotel Reservations**
	$109/Night
	N/A
	PAY HOTEL DIRECT

	Board Member Working Lunch (Inc tax & tip)***
	$14.50/Person
	
	

	Dinner BANQUET (Inc. tax & tip)
	See Dinner Reservation form
	
	

	Total Enclosed
	
	
	


** Hotel Reservations Must be Confirmed by Credit Card by 3 July 2003 and Should be Made by Contacting the Hotel Direct:  Tel # 1 (757) 727-9700.

*****  Advise the Hotel -  Room Reservations Are For AFA State Convention  *****
( Please Check Here If Hotel Reservations Have Been Made
***Luncheon Menu:  Deli buffet:  Ham, roast beef, turkey, salami, corned beef, cheeses, potato salad, slaw, pasta salad, assorted breads, cookies and brownies, tea, etc

Your Mailed Lunch and Dinner Reservations and Check Payments Must Be Received at Above Address No Later Than Close of Business July 21, 2003
ATTENTION TO DETAILS:
Use of this guide will contribute to a more enjoyable and productive Virginia State Meeting. Using the following Master Checklist should eliminate many unforeseen problems and contribute to your hosting satisfaction.
 MASTER CHECK LIST:
O MEETING ROOM AVAILABLE ( U shaped setup with screen and projection table)
O HOSPITALITY ROOM AVAILABLE

O DINNING ROOM AVAILABLE

O DINNER MENU FINALIZED

O BLOCK OF ROOMS SET ASIDE BY HOTEL

O DINNER-ATTENDEE DEADLINE

O ROOM-RESERVATION DEADLINE

O NEWSLETTER ISSUED

O RESERVATION FORM DESIGNED

O SPEAKER (ENTERTAINMENT) DETERMINED

O LETTERS SENT TO EXECUTIVE COUNCIL

O CONTINENTAL BREAKFAST IN MEETING ROOM

O MEETING-ROOM ARRANGEMENT

O SPOUSE-VISIT RECOMMENDATIONS

O CASH BAR AT DINNER

O FLAG & BANNER AVAILABLE

O INVOCATION ARRANGEMENT

O GIFT FOR SPEAKER

O HOTEL GREETER DETERMINED

O EVENING PROGRAM PRINTED

O LOCATION MAP & DIRECTIONS

O LUNCHEON ARRANGEMENTS

O PREPAYMENT (DINNER & LUNCH)

O INTRODUCTORY SPEECH PREPARED

O PRIMARY CONTACT (TELEPHONE & EMAIL)

O NAME-TAG MATERIAL AVAILABLE
O POSTING OF THE COLORS PROCEDURE

O ________________________________________

O ________________________________________
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