6/3/2011

VIRGINIA STATE AIR FORCE ASSOCIATION

STANDARD OPERATING PROCEDURES
Introduction

The purpose of this document is to provide continuity of function throughout the programs of the Virginia State AFA.  This document is designed to provide new officers with the basic framework of their responsibilities but is not intended to replace guidance found in the AFA Field Operations Guide.  Where there are conflicts with National guidance the State procedures will be amended to comply with National requirements.  This document will be updated as required to ensure it remains useful to the Officer’s carrying out the State organization’s business.  

These procedures are organized by sections: Section 1 elected officers, Section 2 appointed officers, Section 3 committees, Section 4 State meetings, Section 5 aerospace education programs.
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VIRGINIA STATE AIR FORCE ASSOCIATION

STANDARD OPERATING PROCEDURES

Section 1 - Elected Officers
President

Provides leadership, vision, and guidance for the State organization with duties as stipulated in the Field Operations Guide (FOG), State Constitution, and as outlined below: 

1) Contacts- National and Region officers, National staff, State officers and Chapter presidents

2) Recurring Duties

· Receive, endorse, and forward quarterly and annual chapter finance and activity reports and plans.  Follow-up with those chapters pressing the due dates to ensure all are in on time.  

· Monitor the submission of chapter newsletters and annual rosters.

· Write State activity report (unless delegated to the State Secretary) and review/endorse State finance reports/plans before forwarding to Region president.

· Be the number one membership advocate in the State

· Provide mentorship and support to State officers and chapter presidents

· Establish a plan to personally visit each chapter on a recurring basis 

· Focus on those chapters with leadership challenges

· Develop agenda and lead the quarterly State meetings

· Coordinate quarterly meeting details with host chapter president 

· Optional- Develop Powerpoint presentation to aid in leading business meeting

· Serve as a conduit for information flow from National HQ and Central East Region to the chapters and vice versa.

· Actively participate in State awards selection process- insure people and chapters get the recognition they deserve

3) Timelines- IAW FOG and this document

4)  Documentation-

· Maintains a hard copy desktop workbook

· Maintains electronic files of all reports and significant correspondence

Executive Vice President

Supports the State President as required and accomplishes duties as stipulated in the Field Operations Guide (FOG) and as discussed below. 

Secretary

Supports the State President and performs duties as stipulated in the Field Operations Guide (FOG) and as discussed below. 

1) Contacts - 6State and Chapter Presidents. 

2) Recurring duties -  

Quarterly:  Prepare for and summarize the State meetings.  

· Complete the Chapter role call at the state meeting.  

· Writes the quarterly meeting minutes.

· Disseminates minutes for review and finalizes for the President.  

· Other admin functions as directed by the President.

3) Timelines - See previous paragraph.

4) Documentation disposition – Maintain historical file (and CD back-up) of all documents. 

Treasurer

Supports the State President and performs duties as stipulated in the Field Operations Guide (FOG) and as discussed below. 

1) Contacts - 
· **(This is the big one) Mary Neuheimer at National to ensure:
· All chapter quarterly reports are present and accounted for (and inform the state and chapter presidents when it is not, which is almost every quarter)
· At quarterly state meetings:
· All of the attendees entitled to reimbursement IAW existing EXCOM guidance.
· Host chapter POC for hospitality expenses.  
· State President (only) to reimburse for travel expenses (if not corporately sponsored) as well as flowers and other honoraria 
· Finance & education committee to plan annual budget as well as analysis of budget execution/performance.
· VP Administration to reimburse for EXCOM name badges 
· VP Awards to pay for annual awards (AFA National and Salisbury Pewter)
2 & 3) Recurring duties - 
Monthly:
· One month before state meetings, prep the financials and sign in roster.
· Track checks as they clear
Quarterly 
· Prepare the state quarterly financial report including supporting documentation 
· Submit quarterly report to State President for forwarding to Region NLT 15 days after the end of the quarter
· Send out supporting documentation to State President & Finance committee with analysis and highlights in preparation for discussion and recommendations for EXCOM approval at next state meeting
· Prepare copies of quarterly report, supporting documentation, and sign-in roster for quarterly meeting
· Verify what Chapters are covered by the check received from National.  (it can take two quarters to receive all support payments for a quarter.)
4) Documentation disposition.
· File box of supporting documentation.  Filed functionally (all bank statements in one folder, all quarterly reports, etc) or chronologically.  Either is acceptable.  100% accountability is the key.  Money out, receipt in (an email for travel expenses will suffice).  
· Generate supporting report and cross reference with the quarterly sign in roster to account for 100% of state expenses. Result: if there is not a physical receipt, we know where to look for corroboration if audited (Wachovia bank statements include a Xerox of the check as well).  eg. “$8 for name badges to Jeff”.
Section 2 – Appointed Officers
VP/Administration – 

Duties as assigned by the President, but generally focused on administrative issues that do not clearly align with another function.  

1) Contacts - 
· Nametag maker – Andy @ Artcraft, 631.760.2002 or andy@artcraftbs.com

· President and Chapters for updated roster information

· Chapter Presidents for concurrence on State meeting schedule

2) Recurring duties -  

· Annual roster issued after September officers are installed.  Update as appropriate, usually each meeting cycle.

· Follow up with new Council members for their nametags.  

· Coordinate with the Chapter Presidents on the rotating quarterly State meeting.  See details in Section 4, paragraph 2.0. 

· Maintain this document as a viable Virginia State Operations Guide (SOG).  

3) Timelines - no real timelines that require outside coordination.  

· Nametags take 2 or 3 weeks to be ready for issue at State meetings.  

· Rosters and meeting schedules published in the fall with updates as required for currency.

4) Documentation disposition.
· These reside in MS Word documents to be forward to the incoming VP/Admin.

VP/ Aerospace Education

1) Purpose of program

· To promote the AFA Education Mission at the chapter and state levels

· To ensure the leadership of chapters and the state understand the educational opportunities available from national and Virginia AFA to encourage and assist chapters in executing their own education programs

2) Responsibilities of the State Vice President for Aerospace Education

· Provide timely, accurate information about national AFA aerospace education programs

· Provide support and advice on qualifying for these programs

· Support development of local programs by providing 

· Insight(s) as to likely avenues of entrée to local school systems

· Guidance on aerospace education resources available from non-AFA resources  

· Manage the Virginia State Education Matching Grant Program (see program description below)

· Coordinate chapter requests for state matching grants

· Ensure application is complete and ready for forwarding to National AFA for further matching funding IF desired by the chapter.

· Distribute the application electronically to the VA AFA Area VPs for review and approval

· Present application to the State EXCOM for approval

· Ensure After-Action report is completed

· Maintain a record of grants and the associated educational activity

· With the VP/Awards, manage/coordinate the State Teacher of the Year program (see program description below)

· Encourage all chapters to participate in the Chapter Teacher of the Year program

· Identify opportunities for state-wide educational programs and oversee implementation as required within normal state operating procedures

· Coordinate budget with Treasurer and State President and provide budget estimates and proposed allocations of education funds for each year.

· Funding Sources - Virginia AFA Aerospace Education programs operate within the designated or “fenced” Education budget line. Events/sources providing funding vary from year to year.

· Primary funding source - proceeds of the Virginia Hospitality Suite conducted annually at the National AFA Convention. 

· Identify other potential funding sources to ensure desired budget is available

· Ensure chapters and State EXCOM are fully aware of the CAP, AFROTC, AFJROTC, Arnold Air Society, and Silver Wings units within chapter and state region(s) and encourage regular contact and programming with those entities.

· Provide information on other AFA state and chapter field education activities as motivation for VA chapters.

VP/Awards 

1) Purpose of program

· To recognize individuals and groups within Virginia AFA for their service and contributions to AFA

· To ensure individuals and groups within Virginia AFA are recognized for their service and contributions at the Central East Region and National AFA levels

· To encourage and assist chapters in executing their own awards program

2) Responsibilities

· Maintain the Awards Master Records files to include:

· Chapter awards

· State, Region, and National award nominations

· State, Region, and National award selections

· Update master file at least twice a year

· After National Awards are announced (June)

· After State Awards are selected (April)

· Distribute master file in hard and soft copy to State EXCOM at November meeting

· Request chapter inputs quarterly (preferably) or at least with annual awards nominations in the spring

· Manage the Virginia State Awards Program:

· Provide description and criteria for each award (state, region, and national) and provide briefing and hard/soft copy of program at the November State meeting

· Develop annual schedule for the awards process based upon: national awards due date (usually mid-May) and VA State Convention date (usually June or July). 

· Timeline suggested:

· February Quarterly Meeting – Reminder on due date for Award Nominations and packages; review what the awards are; encourage participation

· End April - Nomination packages for state, region, and national awards due to VP Awards

· Next 2 weeks – review packages for accuracy and compliance; coordinate with State President on missing packages and/or gaps; conduct follow-up with chapters

· Mid-April – meet with State President to review all packages; make selections; prioritize nominations going forward to Region and National; ensure State President endorsements and signatures are in place

· Review all potential award candidates and encourage State President to do additional nominations as he/she sees fit.

· Have State President select Member of the Year and Unit of the Year for Virginia.

· Set up and execute any special selection committees, e.g. Teacher of the Year.

· ALL NOMINEES FOR NATIONAL AWARDS receive VA State Certificates/citations; chapter presidents and State President recommend other certificates/citations.

· End-April – meet with Region President and repeat process

· May – National Due Date – follow up with Region President to ensure all packages were delivered on time

· June – monitor national awards, provide feedback to state, update Master Data File

· With State President, select and order presentation awards and prepare paper Citations and Certificates

· Pewterware supplier is Salisbury Pewter, Easton, MD through Ms. Linda Burgess

· AFA Podium banner and certificates are procured from AFA National HQ

· Awards VP formats and prints certificates; frames or folders are purchased separately

· Awards Luncheon:

· Prepare draft Presentation Script for Awards Luncheon at State Convention; get State Pres approval; narrate during ceremony

· Coordinate Awards luncheon requirements with Convention host

· Usually, 6 ft-covered table near podium is all that is required.

· Arrange for photographs and submit to AFA National as appropriate

· Certificates are presented by Chapter grouping except where the individual is present at the luncheon

· Coordinate ideas for new awards and/or revisions to existing awards with State President and EXCOM

· Coordinate budget for awards with Treasurer and State President – September timeframe

· Ensure information about Region and National awards is provided at each state meeting

VP/Communications 

1) Promote the use of internet web sites and e-mail as the most effective and low cost way to get the word out on AFA state and chapter activities.

2) Develop, design and maintain independent state web site on the Internet under address of “virginiaafa.org”. Update weekly or as items occur.  Web site contains data base of state officers, chapter officers, with their contact information, direct links to independent state chapter web sites, schedule of events, veteran issues, minutes, reports, photos, operation guides and forms along with a link to national AFA operation manual. News items contain meeting notices, letters and reports from top AFA and USAF leaders and special interest articles.

3) Offer assistance to other state chapters in setting up their web site.

4) Submit articles for state and national publication

5) Attend state quarterly meetings, brief communications issues as required

VP/Government Relations 

Duties as stipulated in the Field Operations Guide (FOG) and as discussed below. 

VP/Membership 

1) Purpose - 

· To promote the AFA membership expansion and retention at the chapter and state levels.

· To ensure the leadership of the chapters and the state organization understand the goals of Headquarters AFA with respect to the membership program.

· To provide all available information from HQ AFA to encourage positive membership growth.

2) Recurring duties - 

· Provide chapter officers (at state level meetings) statistical analysis on the status of their membership development programs.
· Conduct discussion forums on programs to increase membership within the chapters.
· Encourage the development of membership programs for use at the local chapter level.
· Conduct studies and analysis, as requested by the state president, on membership programs.
· Support the National AFA Membership Committee as required.
VP/Leadership Development 

Duties as stipulated in the Field Operations Guide (FOG) and as discussed below. 

1) Contacts - 
· Speak with each chapter president during quarterly meetings and socials associated with those, but focus activities on the 2 or 3 with biggest problem finding a replacement for themselves. 
· Assist chapter leadership development VPs as required

2) Recurring duties -  

· Daily, none. 
· Monthly, think about issues and sometimes call a chapter president who has a problem to discuss progress and potential fixes. 
· Quarterly, offer assistance to presidents with succession problems "off-line" sometime during the weekend of each quarterly meeting. 
· Attend a chapter Executive Committee (or other) meetings as required in those chapters requiring special attention. 
3) Timelines -
· First calendar quarter: try to get thought process going in small chapters by asking chapter presidents if they have a replacement already in mind. 
· Encourage chapter presidents to actively think about succession planning.
· Second calendar quarter: encourage chapter presidents who do not yet have a planned replacement to "get serious" by buttonholing members during meetings, telecons to potential leaders, etc. 
· Third calendar quarter (or earlier for repeat problem chapters):  offer assistance to help the chapter president beat the bushes for a replacement. e.g. offer to make telecons to sway individuals who are "on the fence."  Offer to make cold calls to chapter members to try and find someone willing to step up.  Get copy of chapter roster and look for persons you can call for help.  (Usually at this time, it's gotten too late to find someone for the coming year, and the chapter president agrees to serve again, but he/she is now energized to work the succession planning issue in preparation for the next election.) 
· Fourth calendar quarter: little activity beyond continuing to discuss issue as an agenda item at quarterly meeting.  Also carry on dialogue with chapter president(s) who are serving longer than they want to be serving. 
4) Documentation disposition.
· No documentation kept. 
5) Additional duties.  AFA Representative to the Joint Leadership Council of Veterans Service Organizations. 
VP/ Veterans Affairs 

Duties as stipulated in the Field Operations Guide (FOG) and as discussed below. 

VP/ Fund Raising  

The VP/Virginia Suite and Fundraising is responsible for the planning, execution, and reporting of all activities for the annual Virginia AFA Hospitality Suite, held concurrently with the annual AFA National Convention and Technology Exposition in September of each year.  Due to the Conference’ location in Washington, DC, execution of the Suite is managed by the DW Steele Chapter on behalf of Virginia AFA.  Therefore the candidate for this position is normally (but not necessarily) a member of the Steele Chapter.  This position does require extensive interaction with the Convention/Exposition host hotel as well as a significant number of Washington- and Northern Virginia-based defense industry companies.  Currently, individuals not based in the northern VA area will have increased difficulty executing the day-to-day responsibilities of this position. Notebooks are maintained by the Suite VP and are kept for historical purposes. In addition to the Suite responsibilities, this individual also has the responsibility of reviewing annually, along with the State Treasurer, the projected income from State-level events and making recommendations to the State President on fundraising activities, including dinners, Suite, Golf Tournaments, and other equivalent events.

1) Contacts.

· Host hotel (for 2008, Marriott Wardman Park; for 2009, Gaylord National Resort)

· VA AFA EXCOMM

· Over 20 companies who sponsor the Suite

2) Recurring Duties. 

· Annually, establish Suite pricing and revenue objectives for the current calendar year (February)

· Brief status of Suite at quarterly EXCOMM meetings

· Brief status of Suite at Monthly Steele Chapter meetings — March through October

· Coordinate with Steele treasurer and State treasurer to ensure funds are accounted for properly

3) Timeline.

· Reserve Suite and Suite Manager’s room for upcoming Convention — December of each year; confirm room and suite pricing

· Suite pricing and revenue objectives — present to State EXCOMM in February

· Develop “save the date” email to prospective sponsors — March

· Develop formal invitation to sponsor — May of each year

· Track sponsorships and payments — May through November of each year

· Obtain convention menu for Suite, place catering/bar order — August

· Develop graphics (posters, computer displays, etc) — August

· Confirm printing — September

· Get volunteer bartenders from other Chapters — August-Sept

· Obtain donated items (peanuts, perfumes, liquor, flowers, funds) from other chapters

· Develop “after-action” financial report within 10 days after end of Conference

· Brief financial status to State EXCOMM in December of each year

4) Documentation disposition.
· While all files are backed up on computer, each year’s Suite has a 3-ring notebook, which contains records of all activities, including reservations, funding, catering orders, financial reports, etc. 

VP/ Regions  

1) Attend each Chapter’s Quarterly, and EXCOM meetings when able, and represent the State President in the presentation of State and National Awards when he’s not available. Report on significant activities and achievements within the region.

2) Provide assistance to the State President for special tasks in region as needed.

3) Promote cooperation between adjacent chapters and from across the State.  Find new ways to share information and ideas.

4) Promote leadership development and membership improvement within the Chapters to insure that a new cadre of potential officers is being identified, recruited, and trained.  

5) Provide chapters with state level assistance when needed, especially with awards and grants
6) Attend State quarterly meetings.

7) Submit State Award recommendations for Chapters and/or individuals in that state region when exceptional performance is achieved and not recognized by the chapter (eg chapter presidents).  

8) Serve on the Virginia AFA Education Matching Grants Committee, Chaired by VP Aerospace Education.

Section 3 – Committees
Executive Committee – IAW Article X, Virginia AFA Constitution.

Nominating Committee - IAW Article XII, Virginia AFA Constitution.

Standing Committees - IAW Section 1 Article XI, Virginia AFA Constitution.

The standing committees and their chairs are established as outlined in reference and current committees are illustrated below. 

	Committee
	Chair

	Membership
	VP/Membership

	Finance
	Treasurer

	Constitution
	JAG

	Program
	VP/PD

	Publicity
	VP/ Communications

	Awards
	VP/Awards

	Virginia Suite
	VP/ Fundraising


Special Committees - IAW Section 2 Article XI, Virginia AFA Constitution.
Special committees will be established as deemed necessary as outlined in the constitution. 

Section 4 – State Meeting Guide. 

1.0
Introduction

These procedures are intended as a guide for those Chapters scheduled to host a Virginia AFA Quarterly Meeting or State Convention.  The procedures herein are taken from historical events as recounted by various Chapters over the years and offered as guidance so the wheel is not reinvented for each meeting.  These procedures are advisory and may be change or revised as the Virginia Executive Committee and experience dictates.

2.0
Administration 

The VP/Administration maintains the state meeting schedule. These meetings are rotated among Chapters with the schedule discussed and agreed upon at the quarterly State meetings.  The announcement of the chapters scheduled to host each of the upcoming state meetings is made at these State meetings and documented in the minutes.  

The host chapter locations for state meetings are projected for the upcoming eight quarters with specific dates and location announced for the next quarterly meeting.  Currently, Virginia has ten chapters and with only three meetings rotated annually (not counting the annual National convention) this means that each chapter will host approximately every three years.  While hosting duties are voluntary, it has been the practice for each chapter to do so.  When choosing the dates for the meetings, "busy" periods such as Mother's Day, Veteran's Day, Memorial Day, other Federal holidays, in-town football games or other sports activities, college graduation, etc. that would hinder delegates attendance should be avoided.  Chapters will coordinate specific details with the State President and VP/Administration.  

State conventions are scheduled for the second quarter of the calendar year (April – June) and differ from other quarterly meetings as follows:

· Elections are held to determine the officers (President, Executive Vice-President, Secretary, & Treasurer) for the following year.

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

· The Saturday luncheon includes the awards ceremony for State awards 
3.0
Participants 

· Members of the State Executive Council.

· Chapter presidents or appointed Chapter representatives.

· Persons determined to be future Chapter officers.

· National AFA officers and personnel, if invited.

· Previous State presidents.

· Central East Region President.

· Invited guests (approved by the State president).

· Members of the host chapter.

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

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

Upcoming chapter leaders and members of chapter EXCOMs are encouraged to serve as chapter delegates to at least one quarterly meeting prior to taking office in order to become familiar with the procedures.  These first-time attendees should be provided nametags and encouraged to meet as many of the other attendees as possible.

The dress for Saturday's meeting is business casual.  The dress for Saturday evening's dinner will be coat & tie for the men and appropriate attire for women.  All delegates and guests should wear nametags.

· Blank nametags should be provided by the host chapter.

New members of the Executive Council should contact the VP/Administration to have a nametag ordered.

4.0
Planning
4.1 The basic timeline of a quarterly meeting is as follows: 

Friday: Arrival, delegate’s time-at-leisure.  The host chapter should provide a list of nearby area restaurants in the attendee’s welcome packet.  The Hospitality Suite is open.

Saturday: 

· Business meeting: A continental breakfast should be available to attendees in the meeting room as part of the host Chapter's arrangements with the hotel.  

· If luncheon is to be a "working luncheon" (most are) all attending the business meeting should attend.  The State President coordinates this with the host Chapter president. Lunch reservation information should be part of the host chapter’s reservation package for attendees.
· An evening dinner with a guest speaker will to be held for all Chapter delegates, host-chapter members, and guests.  This may be used as a quarterly Chapter event.

· Hospitality Suite is open after the business meeting, before the dinner and after dinner.

If the state meeting is determined to be a "State Convention" (2d quarter), all state AFA members are invited to attend these events.

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.

4.2 Expenses are the responsibility of the attendees.  Generally, the only meals organized by the Host Chapter are for the Saturday luncheon and dinner.  All other undertakings are at the discretion of individuals.  State travel reimbursement is discussed under treasurer duties and set by the EXCOM.  

4.3 The Hospitality Suite is a social tradition at state meetings and supported by the State organization.  Both alcoholic and non-alcoholic beverages are available to AFA members at no charge.  While the Hospitality Suite is the responsibility of the host chapter, volunteers are often available to manage and support the suite on behalf of the chapter and State.  If a State suite volunteer is available, the host chapter needs to check with him/her to ensure the suite requirements are met.  In the absence of a State volunteer, the Host Chapter has the responsibility and will comply with the following procedures. 

The 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 AFA Hospitality Suite at the National Convention will be used to support this inventory.  The Host Chapter will purchase beverages as necessary to replenish a basic inventory of the bar prior the next meeting.  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 Chapter to take possession of the inventory, which has been replenished, and prepare it for the next meeting. 

The Host Chapter will provide food and snacks.  

The suite is usually opened at 1600 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.  The Host Chapter will announce opening times and location. 

5.0
Financial Support
The cost associated with the hosting State meetings are supported by the host organization.  If a host Chapter needs financial support providing food, snacks, decorations, etc, a request for up to $300 may be submitted to the State Treasurer for consideration.  A summary of how this is spent will be provided to the Treasurer after the meeting.  

6.0
Host Chapter Duties
6.1 Scheduling. Quarterly meetings and State Conventions are scheduled for Saturday with Friday and Sunday as travel days.  Hotel reservation and meeting information must be coordinated with the State President approximately 8-10 weeks before the meeting.  The hospitality suite normally opens at 1600 on Friday and is provided for the use of all attending personnel.  The business 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 available at the individual’s discretion.  The host Chapter should cover all of these arrangements in their welcoming notification message.

6.2 Notification. Chapter newsletters are normally used to notify Chapter members of an upcoming State meeting.  The use of electronic mail is encouraged.  The Host Chapter sends a copy of their notification to other Chapter Presidents and Virginia State AFA officers or, at the discretion of the State president, may provide the information to the State president who will then forward it to all state officers and the Region president.  All Chapter presidents are responsible for providing the information to their members, especially for State Conventions.  Notification for attendees should be provided early enough for travel arrangements to be made (normally 6-8 weeks).  Individual room reservations are made by the attendees directly with the selected hotel.  The notification must contain a reservation form (samples at the end of this guide) along with a map and/or directions to the meeting location and hotel check-in times. When the meeting is the State Convention, all Virginia AFA members are invited.  Notification and information for the meeting will be posted on the Central East Region (www.virginiaafa.org/CER5) and Virginia State web sites (www.virginiaafa.org/VAAFA) 

6.3 Reservations forms should be included in the Chapter notification (printed and/or electronic), which announces the meeting weekend details (see example, attached). 

· The notification must be issued far enough in advance (6-8 weeks) to permit receipt of reservations prior to the suspense date set by the Chapter and hotel, and will, as a minimum: 

	· Provide the date of meeting.
	· Specify the location of meeting.

	· Specify the time of dinner and lunch.
	· Permit attendees to select entree for dinner.

	· Specify to whom reservations are to be mailed.
	· Specify how payment check must be addressed.

	· Provide a deadline by which reservations must be received.
	· Allow members to specify spouse and guest names for preprinted nametags.

	· Provide hotel information, to include name and location of hotel, reservation phone number, room rates, and deadlines. 


Notes: 1) Clip-out reservation forms in the notification can present a problem if the information printed on the back of these forms 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 that does not conflict with the reservation form.  
6.4 Meeting Arrangements.  The Host Chapter:

· Estimates the number of personnel attending and arranges for a block of rooms after negotiating the best rates:

· Note meetings in the DC area normally require fewer hotel rooms due to the number of State Executive Council members who are from that area.

· Conversely, the location of some chapters requires that almost all of the attending personnel stay in the hotel.

· The Host Chapter surveys the area hotels for best rates.

· Most hotels will set aside a block of rooms at a specific rate in exchange for a guaranteed minimum number attending.  

· The contract with the hotel will include a meeting room for Saturday, the hospitality suite, and the Saturday luncheon and dinner.

· 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.  Most meetings require 25-30 chairs

· The hospitality suite must have a wet-bar area, a table for food, chairs & sofas, and ice availability.

· The dinner should be part of the initial arrangements with hotel with a set deadline by which they must be notified of attendee count.  Attendance is by reservation only and attendance is prepaid by attendees or Chapter (Chapter pays for guests and no-shows). 

· 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 (i.e.: beef, poultry, seafood or vegetarian.

· Unless the State president elects to do otherwise, a “working lunch” will be arranged for Saturday.  For the State Convention, the luncheon is the "Awards Luncheon," normally dedicated to the presentation of State awards. Spouses and friends of attendees and award winners are highly encouraged to attend the awards luncheon.

· Dinner Speakers for the Saturday evening dinner are 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:

· Have a cash bar.

· Post the colors by local organization (AFROTC, JRAFOTC, CAP CADETS) when available, preceding the salute to flag.

· Invocation (often by host-chapter chaplain).

· The Host Chapter President should introduce after-dinner speaker or entertainment with a gift for presentation to the speaker or entertainer.  

· National awards should be presented to chapters and/or their members for those who have not previously had them presented.

· Coordinate with the State president to determine whether he/she requests an opportunity to speak at the dinner meeting.

6.5 Heritage support.  The Host chapter must ensure the business meeting and dining rooms have a United States flag, an AFA flag and AFA banner for the speaker's podium, if 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 for appropriate meeting publicity with National and local media.  

6.6 Delegate orientation.  The Host Chapter should provide a member to greet the attendees as they check in (Friday) if possible.  If this is impractical a packet detailing the following should be made available:

	· Room in which Saturday's meeting will be held.
	· Time at which Saturday's meeting will start.

	· Room number and opening time for the hospitality suite.
	· Saturday's breakfast availability.

	· Items of local interest for spouses during Saturday's meeting.
	· Maps and brochures of local area

	
	


7.0 Non-hotel guest participants.

Updated meeting information must be available in the hospitality suite Friday night and the hotel front desk for those not staying at the hotel or as arranged by the Host chapter on the day of the meeting.

8.0 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.

9.0 Cancelled 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.  
10.0  Master Planning Checklist.

Use of this guide will contribute to a more enjoyable and productive Virginia State Meeting.  Using the following Master Checklist should eliminate many problems and contribute to a satisfying AFA Host chapter experience!

	O Meeting room arranged
	O Hospitality room

	O Continental breakfast for meeting room
	O Meeting room set up - Flag, U shaped, AV

	O Luncheon arranged 
	O Hotel room reservation deadline

	O Room block arranged with hotel
	O Dinner attendee reservation deadline

	O Notification Issued Chapters/Council
	O Dinner menu agreed 

	O Dining room arranged 
	O Speaker arranged (entertainment)

	O Reservation form prepared
	O Flag and banners available

	O Dinner cash bar available
	O Speaker gift arranged 

	O Invocation Arranged
	O Location map and directions provided

	O Local area/meeting information handout
	O Meal prepayment arrangements 

	O Evening program printed
	O Introductory remarks prepared 

	O Nametag material available
	O Primary contact list (phone & email)

	O Spouse event/visit recommendations
	O Color posting procedures arranged 

	O
	O

	O
	O


Attachment 1: Sample Reservation Form

Dinner and Meeting Information and Reservation Form 

Quarterly Virginia AFA State Meeting

Saturday Xyz 26, 200X

Your Hotel, Yourtown, VA

	Hotel Reservations Information.

	AFA Holiday
	AFA Room Rate $99 for 1 – 3 Dec 200X

	1234 Jetway Blvd
	Reservation Deadline: 15 November 200X

	Yourtown, VA
	757.123.4567

	Note: Reservations must be made directly with hotel


** Hotel Reservations must be confirmed by Credit Card by X November 200X and made directly with the AFA Holiday Hotel.  

***** Advise the Hotel these room reservations are for AFA Virginia State Meeting *****

Please complete the Event Registration form and send this with your payment to the address on the bottom of this form.  You may submit a pre-registration via fax or email.  After submitting your preliminary registration, please forward your payment to confirm your booking at the address listed below.

Meal Registrations and Payment must be RECEIVED NO LATER THAN CLOSE OF BUSINESS, Monday, November XX, 200X.  

Event Registration 

	Event
	Cost
	Number
	Total Cost
	Notes

	Hotel Room
	$99/ AFA Rate
	N/A
	N/A
	( Please check here if hotel reservations have been made.

	Meeting
	None
	1
	N/A
	Continental Breakfast

	Luncheon
	$XX
	1
	$XX
	Guest welcome

	Dinner
	$YY
	2
	$YY*2
	Meal selections below

	Meal Choice
	Chicken
	(
	
	

	
	Beef
	(
	
	

	Total Payment
	$XX + $YY

	Member Name
	

	Guest Name
	

	Address


	

	Contact Information Phone or email
	


Event Information

Luncheon:  Deli buffet:  Ham, roast beef, turkey, salami, corned beef, cheeses, potato salad, slaw, pasta salad, assorted breads, cookies and brownies, tea, etc, etc - $14.50

Banquet 

Reception – 6 PM    Dinner – 7 PM

Dinner: salad, choice of entrée, potato, vegetable, rolls, dessert, coffee or tea.

Chicken Persilee - breaded chicken breast in an herb marinate - $16.75 or 

Prime Rib – Angus beef cooked to perfection - $22.25

Note: Make your dinner Entrée selection in the Event Registration Form above.

You may FAX or Email your Pre-registration, however your mailed Event Reservation and check payments must be received at address below No Later Than Close of Business November XX, 200X. 

** Make Check Payable to: AFA ABCDE Chapter**

	Mailing Address
	E-Mail/Fax

	POC
	afaman@afa.member.org

	Street Address
	Telephone: 757.xxx.zzzz

	AFA Town, Virginia
	Fax: 757.xxx.aaaa

	
	


Section 5—National/State Aerospace Education Programs
· Virginia AFA Education Matching Grants (FULL INFORMATION IS FOUND AT WWW.VIRGINIAAFA.ORG/vaafa/operation_guides.htm
· Chapters may receive funds from VA State and/or National AFA to supplement chapter funds in the execution of aerospace education programs.

· Chapters may apply once or multiple times during the calendar year but may NOT exceed the annual maximum established annually (usually $500 - $1,000 per year/chapter).

· Virginia Education Matching Funds may be used to support CyberPatriot registrations ($500 per year/chapter maximum), Visions Classrooms ($500 per year/chapter maximum), AFROTC, AFJROTC, CAP support, as well as other aerospace education programs.
· Application –

· Complete the National Chapter Matching Grant form (www.afa.org/aid/matching.asp). NOTE: THE JUSTIFICATION PORTION MUST INCLUDE THE:

· Program Description and timeline for execution

· Program total budget

· Amount of Chapter contribution

· Desired amount of State contribution

· And, if going on to National, the desired National AFA contribution.

· FUNDING REQUEST EXAMPLE: (based on program cost of $1,000)

· Chapter-State only – chapter contributes $500/State $500

· Chapter/State – National – chapter contributes $250/State $250. Application goes to National stipulating Chapter contribution of $500 with request for $500 from National.

· Submit to VP Aerospace Education for Education committee approval 

· VP/AE recommends to State EXCOM and chapter representative describes program.  If approved, check for requested amount is provided at EXCOM Quarterly meeting

· NOTE: Requests MAY be approved and granted out-of-cycle where timing is critical.

· FEEDBACK IS REQUIRED at the completion of the program. Form in on VA AFA web page.

· Recommended other follow-up actions:

· Local newspaper article and/or press coverage with copies sent to state and national

· Article for Air Force Magazine and/or Newsline

· Local Congressional Staff Director AFA Membership – The purpose of this program is to increase chapter relationships with their National Congressional Representative. Funds for this come out of State Education budget.

· Provide request to State Treasurer with copy to State President and VP/AE
National Aerospace Education Programs Executed at the Chapter and State Levels

· Teacher of the Year (TOY) –  (http://www.afa.org/aef/aid/awards.asp)
· National AFA supports three (3) levels of teacher recognition – chapter, state, and national. The applications and guidelines for each level are found on the web page(s) cited above.

· Chapter Award - $250 cash award, a certificate, and a tote bag

· States and Chapters may supplement this award with additional cash and or materials.

· Guidelines are listed at: (http://www.afa.org/aef/aid/cty.asp)
· There is a downloadable form (http://www.afa.org/aef/aid/cty.pdf)  that must be filled out and sent to Mary Nauheimer at AFAStaff@afa.org.  

· IMPORTANT: TO RECEIVE THE NATIONAL AWARD, THE CHAPTER MUST NOTIFY NATIONAL, IN WRITING (EMAIL ACCEPTABLE).

· State Award - $500 cash award, embroidered jacket, 1 year CAP AEM membership, certificate plus (http://www.afa.org/aef/aid/sta.asp) 

· VA AFA supports winner’s attendance at the biannual National Conference on Aviation and Space Education (NCASE) to a maximum of $500. On alternate years to NCASE, state determines alternative activity.

· Selection from Chapter TOYs

· VP/AE, VP/Awards, State President plus others as desired

· Committee identifies appropriate nominees beyond our State TOY for submittal into the National Toy competition

· VP/AE notifies National of selection, Mary Nauheimer, AFAStaff@afa.org.  (http://www.afa.org/aef/aid/sta.pdf)

· Award is presented at the State Convention and other venues as determined annually (e.g., Governor, other local presentations)

· National Teacher of the Year--$3000 for winner with trip to Washington, DC; $2000 for 2nd place winner, $1000 for 3rd Place winner. 

· To be eligible the candidate must be an AFA State Teacher of the Year selected during the most recent past two academic years –
Applications must be postmarked no later than May 31
· Additional application information is  at: http://www.afa.org/aef/aid/ntya.asp
· Education Grants – National AFA sponsors classroom educator grants to K-12 Educators, CAP Aerospace Education Members (AEMs) and CAP Units, and AFJROTC Units. (www.afa.org/aef/aid/grants.asp)
· Chapter responsibility in relation to these programs is:
· Contact schools, CAP, and AFJROTC local representatives to make them aware of the programs and provide sample applications.
· Follow-up with grant winners within chapter area and provide classroom/unit support wherever possible.
· Encourage grant winners to apply for chapter, state, and national TOY programs
· Scholarships/Financial Awards – National AFA sponsors a growing number of scholarships for students (high school/college/post-graduate). www.afa.org/aef/aid/scholars.asp
· Scholarships and awards include: Spouse Scholarship, Jodi Callahan Scholarship, Grantham 4 yr Scholarship, Ferretti Scholarship, First Command Scholarship, Pitsenbarger Award, and Space Camp Scholarships.
· Chapter responsibility in relation to these programs is:
· Contact schools, colleges, universities, local military installations (Base Education Officer plus other appropriate offices) to make them aware of the scholarship opportunities
· Facilitiate identification of potential applicants.
· Follow-up with winners within chapter area and provide additional recognition in the local area; can also supplement the award with local chapter resources
· USAToday VISIONS Program – A nationwide program offer in partnership with the USA Today newspaper and national AFA. This is a chapter/national cost-sharing program. www.afa.org/aef/visions.asp
· Chapter responsibility in relation to the VISIONS program is:
· Use USA Today regional representative to help identify schools to participate. NOTE: USAToday will also train the teachers.
· Follow-up with the participating teachers/schools in supporting the program with chapter resources such as mentoring, classroom help, etc.
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