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Enlisted Association of the National Guard of the United States

(EANGUS)
I.
INTRODUCTION.


The purpose of this General Conference Planning and Guidance information is to prescribe 
policies and procedures for the conduct of the Annual Conference for use by EANGUS Staff and the Host State and prospective Host State(s).  This Guide outlines the procedures to host the annual General Conference of EANGUS.  This guide standardizes procedures and explains duties so that both the Host State and the EANGUS staff understand and know the functions and responsibilities of each.



Each General Conference will offer unique traditions, culture, geography, facilities, 

resources dependent upon the Host State and the organization of that State.  Host States almost always want to convey some of the flavor and special charm of their State, thereby making their own lasting impression on the Conference.


II.
PLANNING AND ORGANIZATION.


The EANGUS criteria to Host an EANGUS General Conference is established in Annex A.  
Attendance at the General Conference should be based on 1500-2000 registered attendees for planning purposes.  



The Annual EANGUS General Conference will be managed and directed by the Vice President of 
EANGUS.  The final responsibility rests with the EANGUS Executive Council.



The Host State organization must develop plans to cover the following areas:



a.
Conference Chairperson and Co-Chairperson

b.
Budget and Financing (Fund Raising in support of State Functions)

c.
Housing

d.
Facilities





Audiovisual and recording requirements

Host State Office

Administrative Support

Signs

Casual Labor

Ceremonial Support

e.
Ground Transportation (Military)

f.
Airfield Operations/flight planning

g.
Program Booklet (States portion responsibility)

h.
All States Banquet (with host state assistance)

i.
Luncheon/Food events

j.
Security

k.
Special Activities



EANGUS will develop plans to cover the following items.



a. EANGUS Headquarters Office



b. Conference registration and hotel registration



c. Distinguished Guests



d. All States Banquet (with host state assistance)





e. Luncheon/Food events



f. Sgt at Arms


The Host State's overall plan to support the staffing of the Conference will be available by February 1 of the Conference year for review by the Vice President and EANGUS Conference Coordinator.  This meeting should be at the Conference site.  The EANGUS Conference Coordinator will work with the Host State Conference Chairperson to set/plan meeting.


The following individuals are required to attend this meeting:

EANGUS Vice President, Conference Coordinator, Host State Conference Chairperson, any other attendees must be at the discretion of the EANGUS Vice President and the Host State Conference Chairperson.



This meeting will include introduction of all members present, and an overview of Conference plan 

 by Host State Chairperson and/or Committee Chairpersons.  This overview must include:



Overall review of Host State Plans.

Discuss and or clarification of any areas not covered by this SOP.

Discussions/decisions and or alterations of plans.

EANGUS guidance to enable Host State Chairperson to complete final details of plans and operations.

Tour of facilities.


III.
BUDGET AND FINANCE.



There will be one registration fee only:  there will be no special reduced or partial registration fees 
or service fees.  Dinner tickets, however, may be sold to non-delegate enlisted personnel, associate members, their spouses/guests, officers attending conference and exhibitors.  Funds derived from Host State Sources  should be used for the Welcoming night social, Additional revenue can be generated by fund raisers and the sales of pages of advertising in the EANGUS NEW PATRIOT publication at a 15% commission.  All monies collected from registration fees and fund raisers will be accounted for.


Fund raisers during the conference will be limited to the host state and the following year’s host state at all functions including Area hospitality night.  All others may have fund raisers only in their own hospitality rooms.



EANGUS Executive Council must approve any increase in Registration fee above what it was the 
previous year. 



EANGUS will assume financial responsibility for the basic conference for:



a.
Hotel rooms and expenses for guest designated by EANGUS.

b.
Any special food events sponsored by EANGUS

c.
Insurance coverage as defined in this SOP

d.
The Official Conference Program.

e.
The Annual report to the General Conference.



f.
Rental of space for exhibits to the extent space is not otherwise committed to the Conference under some other facility wide contract.



g.
Registration fees for all Distinguished Guest and their parties as designated by EANGUS.

h.
Hotel accommodations for speakers designated by EANGUS.

IV.
HOUSING.


EANGUS will arrange rooms in Hotels/Motels well in advance of the Conference to insure that 
sufficient rooms are available for delegates, members and guests.  They will also prepare and distribute information on Hotel/Motel accommodations and reservations procedures to the States, with necessary reservations forms at least 180 days before Conference.  EANGUS will reserve 8 rooms in the name of EANGUS to be used to house EANGUS Guest and will be controlled by the EANGUS Conference Coordinator.  An additional 20 rooms in the name of EANGUS for VIPs who will pay their own bill, but will not be able to reserve rooms in advance also 21 rooms for the Area Directors.  EANGUS conference coordinator will provide names for these rooms at least 15 days prior to the conference.

In addition, EANGUS will reserve 50 rooms to be controlled by the EANGUS Executive Director for EANGUS guests who will pay their own bill, but will not be able to reserve rooms in advance at the host hotel.  And will be controlled up until 15 days prior to conference before releasing them back to the hotel.   And another 75 rooms for Exhibitors (not necessarily in the host hotel) in the name of the Executive Director who will provide names to the hotel within 15 days of the conference before releasing.



The Host State will arrange for low-cost accommodation for flight crews remaining overnight.  
Must also insure rooms are made available at Host State expense for conference workers who require them.  Host State housing and Conference Coordinator will insure no rooms will be billed erroneously to EANGUS.


V.
FACILITIES.


EANGUS responsible for insuring all facilities are set as indicated.



A.
Meeting Rooms and Conference Seating Arrangements.



The meeting room for the main business sessions (25,000 square feet minimum) of the General 
Conference must have seating for approximately 1500 persons.  May need to be increased in the future.  Layout should be in accordance with Appendix 5, Annex A.  Order of delegate seating is as indicated in Appendix 6, Annex A.  Delegate seating will be by EANGUS Area for the General Session.  Number of seats for each will be determined by the Rules and Credentials Committee.  EANGUS Area and State Signs will be placed by the Coordinator assisted by the Host State.  These are part of conference equipment which is furnished.



A separate section to the right of the Sergeant-at-arms table will be set up for Distinguished 
Guests.  To the left of center Aisle a special section will be set for representatives of the National Guard Bureau.  A lectern will be set up on Sergeant-of-arms table.



Stage Setting.


The background of the stage will include the State Flags and the EANGUS Banner, provided by 
EANGUS.  The banner will be hung on the wall directly behind the stage.  The State Flags provided by EANGUS will be arranged in order of the States' admission to the union.  A small EANGUS logo will be mounted on the front of the podium.



The stage will contain a lighted (adjustable) lectern with microphone, flanked by tables to 
accommodate six (6) persons on each side.  A special telephone will link to the EANGUS Secretary and the Sergeant-at-arms table at the rear of the Conference meeting room.  (Telephone is part of EANGUS Conference Equipment).



Eight Microphones will be required to be set up on General Conference Meeting Floor and will 
be located as shown in Appendix 5, Annex A.

Distinguished Guest Lounge must be set up and as near and convenient as possible to the Sergeant-at-arms location and without being in the main route of traffic.  This Lounge is used for Distinguished Guests to gather prior to their appearance on the rostrum.  A telephone should be available between Sergeant-at-arms table and Distinguished Guest Lounge and Distinguished Guest Operations Center.

Video Taping/recording:  All main business sessions will be taped/recorded to include the separate Army/Air breakouts.  (Public Relations Chairman will insure that this will be handled at no extra expense to Host State.)



B.
Separate Army Guard/Air Guard Sessions.


Separate Army/Air Guard breakouts will normally be held on the second day of the General 
Conference.  The Army Guard Session will take place in the General Conference Area.  The Air Guard

 
session will require a large room in another area.  Stage will be required with lectern with small logo, and

 
microphone.



C.
Committee Rooms.


During the General Conference numerous smaller rooms will be needed for varied functions and 
committee meetings.  These rooms may have multiple uses when scheduling permits.  Rooms and seating requirements are as indicated in Appendix 1, Annex A.  Committees are composed of 8 to 108 members.



Rooms may be required to be used for dual use subject to availability.  At least two rooms should 
be held in reserve for unanticipated meetings.



D.
Auxiliary General Session/Committee Rooms.


A meeting room for the Auxiliary General Business Session will be required.  Plan for

approximately 400-500 seating class room style, this will vary with each conference.  Room set-up will be coordinated with the Auxiliary Representative.  In addition, at least three to five smaller rooms may be required for committee meetings.  Microphone, lectern and head table, with seating for eight, will be set

 
up in General business Session room.



E.
Audiovisual and Recording Requirements.

Host State will coordinate with EANGUS Conference Coordinator, and will make arrangements for video taping and recording all main business sessions, separate break out sessions and the All States Dinner at EANGUS expense.



The public address system in the main hall, the rooms for separate sessions and at the site of the 
All States Dinner must be top of the line in all respects.  If the system at the Hotel or Convention Center is inadequate, EANGUS should rent a suitable one.  This will be checked during site inspection.



The Host State should provide these items of audiovisual equipment.  If not available EANGUS 
Conference Coordinator will make arrangements to procure these items.



Power Point(s)

Four Viewgraph projectors with arc-light source.

Extra large screen and television for the main hall.  (Not always required).

Two television tape players and monitors.



LCD Panel



Microphone set up for Board Meeting



F.
Headquarters Rooms.


EANGUS:  An office conveniently located near the Conference meeting room, set up with two 
tables, six chairs, one typewriter, one computer with printer, two telephones, one with long distance capability.  No autovon lines will be installed.  If autovon can be accessed from military based or federal facility, this should be made available. (EANGUS office may be located in Exhibitor Area)



Host State:  Configuration of its office is as required for Conference operations.  Host State 
Chairperson and EANGUS Conference Coordinator will require office space and can be located within this office.  Host State will be required to operate the following offices.  Host State to furnish office supplies

as required.

Ground Transportation (Military)

Security

Administration/Reproduction

Message Center and Information Desk.

Medical

Communications Center.

G.
Administrative/Reproduction support
Host State to furnish word-processing support, high-volume copying/printing and individual

copying in support of the EANGUS staff.  Resolutions Committees will require off-set or similar type press for publication of its reports.  EANGUS is financially responsible for printing the Resolutions Committee Report. (100 copies maximum)



All work items must be completed in a timely manner and distribution made so that all reports are 

to be in the hands of the officers, delegates and directors the session prior to report being presented on the floor.  Host State will inform EANGUS of type of software being used.

The Period of operation will be:

Day preceding Conference
8:00 AM to 4:00 PM

1st & 2nd Day of Conference
7:00 AM to Midnight or as needed

3rd day of Conference

7:00 AM to 4:00 PM

Day after Conference

7:00 AM to 12:00 Noon

This office should be located so as not to be distributed or interrupted by other activities and

noises.



Officers/Directors/Delegates/ and/or Committee Chairpersons requiring reproduction will be 
required to fill out a request form available at the administrative support office.  Priority of reproduction will be established by EANGUS. (100 copies maximum)



EANGUS Conference Coordinator will assist the Host States Conference Chairperson to procure

copy and press equipment in the event Host State cannot provide this.

H.
Signs.
EANGUS will inform Host State of sign requirements.

Host State will prepare signs prior to the opening of the Conference to identify various committee

meeting rooms, areas caucus I through VII, EANGUS Conference Headquarters, work areas, individual exhibitors signs etc.  EANGUS will provide the Host State its requirements at the Host State Support meeting in February. (Most of these signs are in the EANGUS conference equipment)




I.
Casual Labor.
a.
Host State to provided a crew for various tasks throughout conference. EANGUS will coordinate this with Host State.

J.
Ceremonial Support.


Color Guard:  Host State will provide a Uniformed Color Guard for opening the first business 
session, and retirement at conclusion of last business session.



Band: Host State should provide a military band to play the National Anthem at the opening session 
and to play for a brief period before the opening of the each business session.  If a band is not available, then a recording of the National Anthem will be used.  Recorded music may be used before the business sessions and during breaks


Chaplain:  EANGUS will provide a chaplain for the invocation during the opening  ceremony of the 
first main business session, for an invocation and benediction at the All States Banquet and benediction at the close of the last business session.  This to be coordinated with EANGUS Vice President.



Sergeants-at-arm:  EANGUS will appoint Sergeant-at-arms for the Conference.  Host State 
will provide four other Sergeants-at-arms personnel to assist.  The other Sergeants-at-arms will be two Army, one Male and one Female, Two Air, one Male and one Female.  It is recommended that the Designated Sergeants-at-arms for the following year Conference attend this Conference to become fully trained in Sergeant-at-arms duties.



Memorial Book:  This book is part of the Conference equipment.  It must be updated prior 
to the Conference by the Memorial Book Coordinator.  All States must furnish deceased list to the Memorial Book Coordinator.  Host State to provide for memorial Ceremony just prior to close of last business session.


VI.
REGISTRATION.


All States must submit a list of delegates to the EANGUS Credentials and Rules Committee for 
validation, at the registration table.  All Delegates must be registered for Conference and a member of EANGUS.  Total voting delegates will be certified to the Conference at the first Main Business Session.  This will be the voting strength.



Registration packet will contain various items of information pertaining to the Conference site, 

area, the Official Conference Program, Banquet Tickets, Name tags etc.  Chamber of Commerce normally

will furnish bags for use to put these materials in.



Color badges/Name cards will be furnished for the Conference as follows:



RED - Voting Delegates (EANGUS & Auxiliary Credentials and Rules will distribute)

Admission to all activities will be by ticket or Conference Identification badge.



Host State to prepare and have printed tickets for all events requiring tickets.  Recommended as 
a minimum are the Host State welcoming social function or special event.  These will be distributed with registration packet.



EANGUS will prepare invitations to the President's Reception and make distribution.  President's 
Head table seating cards will be prepared and placed by the Host State, per seating arrangements by the Vice President.


VII.
GROUND TRANSPORTATION.

Host State will be responsible for military transportation (if available) of all Military Airlift conferees from airports or other arrival points to the Conference Hotels.  This Plan will be available for review in February.  EANGUS should provide transportation to and from all official functions for groups of delegates and guests who are housed at hotels beyond easy walking distance (2-3 blocks).  Host State will be notified thirty (30) days in advance of any unusual transportation requirements other than designated travel days.


                    EANGUS President and Auxiliary President should be given priority for use of two (2) autos with 
drivers throughout the conference.  It is strongly recommended that autos and drivers provided by the Ground 
Transportation Committee be pooled and centrally dispatched, upon request, to gain maximum utilization.


EANGUS will be responsible for civilian ground transportation.


VIII.
DISTINGUISHED GUESTS AND PROTOCOL.


EANGUS considers it of the first importance that Distinguished Guests (DGs) be shown a level 
of hospitality that will make the EANGUS General Conference a memorable experience for them.  This applies both to speakers and non-speaker DGs.  Attainment of this objective requires meticulous planning and close coordination between the Host State and EANGUS Vice President or Conference Coordinator.



Host State will designate a Senior NCO (E8-E9) as Chairperson of the Distinguished Guest 
Committee.  Host State will also provide a number of other Senior NCOs appointed by the Host State Conference Chairperson to meet and assist DGs when arriving and departing the Conference.  Host State DG Chairperson will coordinate this committee's duties with the EANGUS VIP Coordinator.  EANGUS VIP Coordinator will devote principal efforts to working with the Host State DG Chairperson.



EANGUS will designate Host Senior NCOs to interface with each DG.  These individuals will be 
responsible for DGs' movements while they are at the Conference.



Host State may invite a Congress person, The Governor, Adjutant General, Mayor of Host City.  
All speakers will be approved by EANGUS Executive Director.  All invitations will be sent by EANGUS.  (See Annex B, EANGUS DG Policy).



Distinguished Guest Information will be maintained in the EANGUS Headquarters and forwarded 
to Vice President.


IX.
PROGRAM.

EANGUS is solely responsible for planning and assembling the business sessions agenda, Committees and Area Caucus Sessions, President's Awards Program and the All States Dinner agenda and Program.  They will also be solely responsible for the Exhibitor program.



EANGUS will prepare the President's and Treasurer's Annual Report to the Conference.  This 
will be provided in sufficient time to be distributed to all delegates prior to first business session.



President's Awards Program will be prepared and printed by EANGUS and forwarded to Host 
State with other materials for distribution.


X.
ALL STATES BANQUET.



The All States Banquet is held on the last evening of the Conference and is the final official 
activity.  EANGUS will be responsible for the Dinner.  Host State responsibility includes:



a.
Develop a seating plan for all except the Head Table and DGs and VIPs.  Seating 
arrangement will be based on the seating plan indicated in Appendix 6, Annex A.  Seating will be based on round tables seating 8 or 10 persons. Tables will be arranged by areas, then by states within the areas.   In developing the seating plan,  EANGUS will determine if any tables immediately adjacent to the Head Table in the center will be required for DGs or VIPs not seated at Head Table.  EANGUS Conference Coordinator will inform Chairperson how any tables will be required.  Seating plan will be published or prominently displayed no later than the morning of the All States Banquet.  A 8 ½"x 11" seating plan for each State President in addition to large posted one.  Head Table will be planned to accommodate 24 to 30 persons.



b.
Vice President and EANGUS Conference Coordinator will arrange for the President's 
Reception (by invitation) for approximately 300 persons.  EANGUS Secretary to prepare and distribute invitations.  Host State to assist EANGUS in conducting this reception.  It will be necessary to have two (2) bars with four (4) or (6) bar persons on duty.  This reception is held one hour before the beginning of the Head Table introductions.  Bar will close 10 minutes prior to seating of the head table.



c.
Other items Host State responsible for:



Designate an announcer, preferably with broadcast training and with sufficient poise and experience 
to introduce the Head Table.  Coordinate with EANGUS Vice President.



Pre-position the National Colors and the stands for the State Flags behind the Head Table. Arrange 
to hang the EANGUS Seal as directed by EANGUS Conference Coordinator.



Arrange for any other decorations as required.



Provide table decorations and souvenirs as desired by Host State.  Expense is to Host State.



d.
Sergeant-at-arms and other Senior NCOs required should be available to guide 
Distinguished Guests from the President's reception to the designated place for introductions and seating.



e.
EANGUS Vice President - Conference Coordinator will provide any additional advice 
and/or information during the Host State's Overall Conference Support Plan when reviewed in February.



EANGUS Vice President, in accordance with President's desires, will plan the program and write 
the script, develop the Head Table seating arrangement, and prepare guest list for President's reception.  He will organize the Head Table guests at the reception to prepare them for introductions and seating, and determine the starting time for the President's reception and the seating time for the All States Banquet.


XI.
SPECIAL ACTIVITIES.


Special activities which involve the entire Conference body will not be scheduled or planned 
without the approval of the EANGUS Vice President.  All special activities should, if at all possible, be somewhat determined when bid is submitted for approval.



Host State Special Activities Chairperson must work closely with the Auxiliary to in sure no

overlap of activities occurs.



EANGUS Vice President will review activities planned to insure no conflict exists during the State 
Support plan meeting in February.


XII.
PUBLIC AFFAIRS, PHOTOGRAPHY AND EXHIBITS PROGRAM.



a.
Public Information.


EANGUS will provide detailed guidance on public information objectives and procedures 
separately in a document prepared by the EANGUS Public Relations Chairperson.  The Vice President will brief the Public Relations Chairperson as to what is needed.


Host State has option to set up a room for their needs if desired.  Staffing will be determined by 
Host State.



b.
Photographic Coverage.


EANGUS Public Relations Chairman will provide one Photographer as a minimum to provide 
coverage of the General Conference.



Host State photographers will work under the direction of EANGUS staff representative.



c.
Exhibit Program.


This program is used to enhance the General Conference budget.  It is provided to such agencies 
as NGB, Membership services, etc.  The exhibit program is the sole responsibility of EANGUS.



EANGUS attempts to provide space for appropriate displays and exhibits from such military 
agencies as NGB.  EANGUS determines whether a display will be accepted.



Host State will refer all request for exhibitor's space to the EANGUS Executive Director, by 
direction of the EANGUS President.


Host State is required, at time of bid, to submit total exhibitor space available in square footage.  Restriction will also be included such as ceiling heights, oversize or bulky exhibits, etc.  A minimum of 20,000 square feet must be provided.


Host State may make arrangements for the presence of Commercial Photographic Services to take 
group and individual photos during social activities and at All States Banquet.  This should satisfy album type requests from conferees and guests.  This must be approved by the EANGUS Vice President and Conference Coordinator.


XIII.
COMMUNICATIONS AND SECURITY.


Host State will arrange for the communications necessary to put on the Conference.  At a minimum 
this will include:



a.
Communications


Telephone link between Distinguished Guest operations and the airfield.



Message Center.



Telephone links between the Sergeant-at-arms stations and the Head Table on the platform of the 
EANGUS General Session.  This is part of EANGUS's equipment.



Telephone links between the Host State Hotel registration operations and Host State Headquarters 
Office.



Autovon incoming call capability.  No AUTOVON line will be installed.



Portable Radios will be required with ear piece for EANGUS Conference Coordinator.  Portable 
Radios should be utilized between key Conference personnel, Host State Chairperson, Facilities, Housing and Ground Transportation.



b.
Security.


The possibility of breach of security comes at any gathering of military personnel to include 
enlisted members of the National Guard, VIPs and other influential persons.



Host State will give consideration to furnish security personnel drawn from local available sources.  
Priority will be given to escort of VIPs during the transport to and from the arrival and departure points.  Individuals may be requested to accompany VIPs to local Host State functions as necessary.


XIV.
MEDICAL SERVICES.


The Host State will have a plan to provide emergency medical service during the conduct of the 
Conference and for all off-site functions provided by the Host State.


XV.
DELEGATES AND GUEST INFORMATION.
a.
Information packets.
Host State will assemble information packets containing various items of information pertaining

to the Conference, including the official Conference Program and any other items provided by EANGUS for distribution to all conferees at time of registration.



Major items in packets will be All States Banquet ticket, Conferee's identification badge with name 
and State and any other tickets needed for social or special events.



Packets will be made up for Distinguished Guests.  Packets for aides and other staff members will 
also be assembled.  EANGUS Conference Coordinator will notify Host State Chairperson how many and for whom they are to be made up.  NCO escort will pick these packets up prior to picking up DGs.



b.
Message Center and Information Desk.
The Message Center will utilize the distribution boxes which are part of the Conference

equipment.  These will be set up for All Officers, Area Chairpersons/Directors, EANGUS Executive Director, Committee Chairpersons, Each State and Territory (54).  In addition there will be boxes for NGB, CSM and SEA and EANGUS Conference Coordinator.  A message Board will also be provided to post messages, all hotels being utilized, committee rooms and times and all EANGUS and Host State Conference Staff.



The Center will be clearly marked for identification by conferees.  The lost and found center will 
also be located here.  Two telephone lines will be located in the information center.



Information Center Personnel needed to be currently informed on matters needed to keep the 
conference operating effectively and on time.



EANGUS Conference Coordinator will provide the names of the EANGUS Conference Staff.


XVI.
MISCELLANEOUS SUPPORT.


EANGUS will arrange for and fund the following:



Tickets to the All States Banquet.



Any Social event tickets.

Conferee Identification Badges and Ribbons.



All States Dinner program and menu in consultation with the EANGUS Conference Coordinator.



Printing of the Resolutions after they are approved by the Resolutions Committee.  (must be

completed and passed out prior to floor vote on Resolutions Committee Report.)  Primarily at EANGUS

expense.



Host state will be responsible for any desired souvenirs and All State Banquet table centerpieces which would be given to conferees.



EANGUS will arrange for the printing of the official program and the Annual Reports of the 
President and Treasurer and fund these.


XVII.
AIR FIELD OPERATION AND FLIGHT PLANS.


Host State will provide for the receiving of Military Air Flights during the travel days before and 
after the Conference.  This should include space to park Air National Guard Aircraft, either temporary or for the duration of the Conference.  If ramp space is limited and Host State cannot accommodate aircraft other than for loading and unloading, this fact must be made known to the EANGUS Flight Coordinator.  Host State may make arrangements for aircraft parking at some distant location.  it may choose to prohibit RON arrangements for aircraft and Flight Crews.



Host State will ensure all Military Air Flights will be able to land at Conference site when bidding 
on Conference.  The EANGUS Vice President and the Conference Coordinator will check this during the on site inspection.


XVIII.
INSURANCE.
Insurance will be procured and paid for by EANGUS and extended to cover the interest of the Host State and EANGUS at the Conference as follows:



a.
Comprehensive General Liability.  Bodily injury and property damage protection with 
respect to third party claims, including liability arising out of independent contractors and liability arising out of products (such as food and drinks or convention samples and brochures) distribution.



b.
Personal Injury Insurance.  Protection against third party claims alleging libel, slander, 
invasion of privacy, false arrest and other violations of the right of privacy.



c.
Non-owned vehicle liability protection in respect to third party claims arising out of the 
use of non-owned/hired (including loaned) vehicles at the Conference.


XIX
AUXILIARY ACTIVITIES.


The EANGUS Auxiliary is not as large an organization as EANGUS but its requirements must 
be met.  Room requirements for the Auxiliary is noted in Section V. above.



Host State will appoint an Auxiliary Representative who will work directly with the EANGUS 
Conference Coordinator and the Auxiliary Conference Representative (appointed by the EANGUS Auxiliary President) insuring all requirements of the Auxiliary are met.



The one main event  of the Auxiliary during the Conference is the Auxiliary brunch, which 

arrangements will be made for by the Host State Representative.



The Brunch/Luncheon is usually held during the middle of the week and should not be scheduled 
on the day of the All States Banquet.  The location for the Brunch/Luncheon, cost per person, menu and any entertainment planned must be arranged for and cleared with the National Auxiliary President or the National Auxiliary Representative.  Door prizes are normally given at this Brunch/Luncheon and are obtained at Host State Auxiliary expense.



Tickets for this Brunch/Luncheon are sold near the Registration Desk at the beginning conference, 
long with any other National Auxiliary Raffle Tickets and Host State Auxiliary Raffle Tickets.  Coordination must be made to set up this space with necessary tables, chairs, etc.



Any other Auxiliary Activities, planned by the Host State, must be cleared with the National 
Auxiliary President.  If not charged for individually, Host State will be responsible for this expense.


XX.
COORDINATION/DUTIES BETWEEN EANGUS AND HOST STATE


A.
Pre-Conference Meeting.


A Pre-Conference meeting to be held in February (but no later than March) at the Conference 
site.  This meeting will cover the Plans and Organization of the Host State responsibilities and will deal with the following:



Overall review of the Host State plan and organization.



Final review of Host State Budget by the EANGUS Vice President and EANGUS Conference 
Coordinator.



Discussions/Decisions or alteration of plans as appropriate.



EANGUS Guidance to enable Host Chairperson to complete final details of their plans and 
organization.



Host State Chairperson will also give an update of Committee Chairpersons (Appendix 2, Annex 

2) to EANGUS Conference Coordinator.



Tour of Facilities.



B.
Actual Conference Meeting.



A final coordination meeting will be held on the day immediately preceding the day of 

travel to conference (Saturday is travel day, meeting will be Friday) Host State is required to have all committee chairpersons and any other key personnel at this meeting unless otherwise agreed to between EANGUS Vice President and/or EANGUS Conference Coordinator and Host State Conference Chairperson.




Any problems requiring immediate solution before the opening of the Conference will be 

resolved at this meeting.  EANGUS Conference Coordinator and Host State Committee Chairperson will determine the time and place of this meeting, but recommended it be scheduled in the morning hours.  EANGUS Vice President and Conference Coordinator will attend this meeting.



C.
EANGUS Staff.



The EANGUS Vice President has the overall responsibility for the conduct of the General 

Conference.  The EANGUS Conference Coordinator is responsible for all Conference Activities and will work closely with the Host State Chairperson and provide all detailed supervision to all Conference Activities.




EANGUS Conference Coordinator will:




Work closely to assist in any area that is in doubt so that gray areas can be clarified by 

mutual agreement.




Allocate all rooms reserved in the EANGUS name and maintain daily coordination with 

Housing Chairperson.




Be responsible for selection of all meals required by the Executive Council/Board.




Be an authorized signature on EANGUS Master Bill, if approved by the EANGUS 

President.



Ascertain the needs of each speaker as furnished by VIP Coordinator.  Provide Facilities 

Chairperson with list of specific needs with timetable the week prior to the Conference obtained from questionnaire sent to VIP's and guest speakers.




Coordinate with Host State Conference Chairperson no later than ninety (90) days prior 

to Conference on type of reproduction equipment available for Conference.  If not sufficient will arrange for necessary additional equipment.




Receive EANGUS total registration figures prior to opening ceremonies.




Assist and insure EANGUS Auxiliary requirements are being met and give guidance as 

may be necessary.




EANGUS considers its annual meeting to be a Conference and not a Convention.  The 

distinction is that a Conference has at its goal the conduct of the business of the Association, while a Convention is geared to entertainment.




Thus, a successful EANGUS Conference will be one where the business of the Association 

can be conducted as expeditiously and efficiently as possible.  The Host State is invited to create as atmosphere and to host events that will make the experience enjoyable and memorable for the delegates, members and guest.




This Guide is designed to answer as many questions as possible that are necessary to 

conduct setting up for an EANGUS General Conference.  No Guide can be 100 percent inclusive of all areas of concern.  All questions will be directed to the EANGUS Vice President or Conference Coordinator.  This Guide is subject to change to meet the changing situation, facilities or assets in the Host Area.


ANNEX A


ENLISTED ASSOCIATION OF THE NATIONAL GUARD OF THE UNITED STATES


HOST STATE BID PROCEDURE MANUAL


1.
This Bid Procedure Manual is a part of the Official Conference Planning and Guidance 


Information.  All future bids will be conducted in accordance with the provisions herein.

a.
Any state wishing to host a conference will notify the EANGUS office no later than 15 April annually.




b.
There must be a letter, from the Adjutant General of the Host State, approving 



and supporting the conference bid.




c.
A letter is required from the Assistant Adjutant General-Air to state that facilities 



are available for military air support (i.e. C-130, C-141, KC-135, etc.)




d. 
Conferences will be conducted between July 15 and August 15 with the last day being no later than August 15.


2.
Bids to host an EANGUS General Conference will be submitted on an official bid form 


or a copy.  Bid forms available from the EANGUS National Office.



3.
The EANGUS conference planner/coordinator will conduct a site survey no later than 15 June.  Proposed bid and site survey will be submitted to the Executive Board for action.

a. 



If the executive Board approves the site, the EANGUS conference Planner/coordinator will then negotiate requirements with site Hotels, Convention Centers, etc. and will submit all negotiated contracts to EANGUS for revue and approval.

Any and all approved bids will then be submitted to the time and place committee for a vote.  All proposed bidders will be given 15 minutes to present bid and answer questions at the time and place committee meeting.



4.
In the event a bid is incomplete, contains errors, or does not meet the bid requirements, it will be returned to the bidding state for corrections.  The form must be returned within 30 days.



5.
Bids not received in accordance with Paragraph (1a) above will be classified as late bids and treated as follows.





At least one bid must be received on time and meet all bid requirements of the 


Executive Board to be approved.  No late bids will be approved even if all requirements are met or waived.



6.
In the event no bids, which meet the bid requirements, are approved at the scheduled Executive Board meeting or the General Conference, as the case may be, the Executive council should vote to:




a.
Try to find a new Host by the next scheduled meeting.




b.
Vote to cancel the event.
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7.
At the General Conference meeting at which a bid or bids are to be considered for approval, a representative of each bidder will be given 15 minutes to present bid and answer questions.  The order of presentations will be determined by draw.  The bid will be voted upon by the Time and Place Committee.



8.
Subsequent to the approval of a bid, changes in the bid package can only be made in one of the following manners.

a.
The Executive Council, upon recommendation of the successful bidder at least 90 days prior to the holding of said Conference, may approve by majority vote any and all changes in the original bid package which would be in the best interest of EANGUS, the bidder and all other interested parties.

b.
If the successful bidder is unable to fulfill the bid contract, The other states in that Area would be given the opportunity to fulfill said contract. 

c.
The Executive Council, upon recommendations of the Vice President, may cancel the contract by a Two Thirds (2/3) vote.  The Executive Council may then award the bid by a majority vote.



9.
The EANGUS General Conference will be conducted in accordance with Planning and Guidance Information.



10.
Bid Form (Appendix 1)



11.
Proposed Host State Committee Chairpersons (Appendix 2)



12.
Conference Planning Checklist (Appendix 3) Completed by EANGUS Conference Coordinator at Pre-site Inspection.



13.
Each State Committee Chairperson will submit a report to the Host State Chairperson to be assembled into a final after action report.



14.
Host State Chairperson will submit a after action report within (45) days after the Conference, in three (3) copies.

A.
One copy to the EANGUS Executive Director.




B.
One copy to the EANGUS Conference Coordinator.




C.
One copy to the following years Host State Chairperson.


APPENDIX -1


TO BE SUBMITTED TO THE NATIONAL OFFICE PRIOR TO 15 APRIL OF YEAR YOU


INTEND TO SUBMIT BID TO GENERAL CONFERENCE

EANGUS GENERAL CONFERENCE BID CONTRACT


Date of Conference                              
Date of Bid                               


Chairperson                                       
State Association                         



Address                                            
Address                                    


Home Phone (      )                            
President                                  


Work Phone (      )                            
Address                                    


Co-Chairperson                                                                                      


Address                                            
Home Phone (   )                       
                                                       
Work Phone (   )                        


Home Phone (    )                              


Work Phone (    )                              
///////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////



1.
The                                               Enlisted Association hereby submits bid to host 

the EANGUS Annual General Conference for the year                     .  The following cities can accommodate and fulfill the requirements for housing and facilities to meet the general business of the Association.  Our priority of locations are submitted in order of preference for which our Association can support.




a.
                                                                                                 



b.
                                                                                                 



c.
                                                                                                 


2.
The following rooms required are available for the operation of the conference at each 


site listed.




a.
Business Session (minimum of 25,000 square feet) will accommodate 400 classroom and 600 theater style as a minimum each day of conference.  (if attendance increases above 1500 this minimum will increase.)




b.
Business session for Auxiliary room will accommodate 400-500 seating 



(classroom style) each day of conference.
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c.
20,000 Square feet of Exhibitor space open floor space
d.
Seven Area Caucus rooms each day to accommodate 100-250 seating with head table with 5 seats.

e.
The following committee rooms required for varying periods of time during the conference are available.  Minimum seating required is as follows.  One table also will be required.

        Available




Building Fund Committee

10  seats

                      




Insurance Committee

            
10  seats

                      

Membership Committee


55  seats

                      
Junior Enlisted Breakout


55  seats 

                      
Continuity Committee


55  seats

                      
Ways and Means


35  seats

                      
Resolutions Committee


108 seats

                      
Time and Place Committee

 55 seats

                      
Nominations Committee


 10 seats

                      
Defense Logistics info Demo

 55 seats

                      

Credentials & Rules Committee

  5 seats


                      
Publications Committee


 10 seats

                      
By-Laws Committee


 10 seats

                      
Scholarship Committee


  8 seats 

                      



State AG’s Breakout


55 seats


___________

Army Guard Committee


100 seats

                      
Air Guard Committee


 55 seats

                      



State Senior Enlisted Advisor - Army
55 seats


___________




State Senior Enlisted Advisor - Air
55 seats


___________

Legislative Committee


  8 seats


                      
Historical Committee


 10 seats

                      
Distinguished Guest & Transportation Office


                      

EANGUS Headquarters Office with facilities for phones, computers, 

work space, and typewriter.




                      
Information and Message center




                      
Administrative and Reproduction Office



                      
Hospitality area for seven EANGUS Areas
            


                      
Secure Area for EANGUS Equipment



                      
Area for Advance registration for following years of conference.
                      
All States Banquet-includes head table and seating for 1500 as a

minimum (Rounds of 8 or 10 only. Long banquet tables will not
be considered.)    





                      



Public Relations Committee

40 seats


                      




WCFA Awards Committee 

8 seats


                         




AGR Subcommittee


55 seats


                      




Technician Subcommittee

25 seats


                      



First Timers Meeting   

            100 seats


                      



State CSM’s Meeting


55 seats


_____________




State CCM’s Meeting


55 seats


_____________




USAA Focus Group


50 seats


_____________

3.
Are there plans for special functions during conference?              
(Must be coordinated with EANGUS Conference Coordinator) If yes list function, when and where is it scheduled?                                      
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4.
Total exhibitor space available and location.(min 20,000 sq ft.)                                                                                                                                                            


5. 
Piping and Drapery Contractor_______________________________________________

6.
Host state to provide military transportation (if available) to and from the nearest airport.                                                                                                                            

7.
Host state will provide an American Flag and Host State Flag for such meetings as directed by the Conference Coordinator                                                                              
8.
Host State will provide for the presentation of the colors and retiring of the same for the conference                                                                                                           
9.
The Adjutant General's Approval/Support letter is attached.                                      

 
10.
No bid will be considered complete and in order unless it includes the bid form executed and signed by all appropriate, and to include the Adjutant General's Approval/Support letter.

11.
The bidder must be present at the General Conference which will consider the bid.

///////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////

The undersigned representative of the                                                                                                     Enlisted Association hereby agree that our association and its members, will fulfill all requirements set forth if such association is selected to host the EANGUS General Conference covered by this bid. EANGUS will assume all financial responsibility for the conference and our association will provide assistance as stated in the planning and organization section of the conference planning guide.

       (date)



(Name & Signature-State President)
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HOST STATE PROPOSED CONFERENCE CHAIRPERSONS/COMMITTEE CHAIRPERSONS

Conference Chairperson                                                                                                     

Address                                          City                                State               Zip                 

Phone        W        (      )                                       H      (      )                                           

Conference Co-Chairperson                                                                                                
 
Address                                          City                       State                        Zip                

Phone      W     (       )                                           H      (      )                                          

Housing/Facilities                                                                                                            

Address                                          City                                State                Zip               

Phone       W          (      )                                       H       (      )                                        

Budget and Finance                                                                                                          

Address                                          City                        State                        Zip               

Phone        W        (      )                                       H      (      )                                          

Admin. & Reproduction                                                                                                    

Address                                          City                       State                        Zip                

Phone      W     (       )                                           H      (      )                                          

Facilities & Support                                                                                                          

Address                                          City                        State                        Zip               

Phone        W        (      )                                       H      (      )                                          

Registration                                                                                                                     

Address                                          City                        State                        Zip               

Phone        W        (      )                                       H      (      )                                          

Fund Raising                                                                                                                   

Address                                          City                        State                        Zip               

Phone        W        (      )                                       H      (      )                                          

APPENDIX-2 CONTINUED

Special Activities                                                                                                             
Address                                          City                        State                        Zip              

Phone        W        (      )                                       H      (      )                                         

Public Information                                                                                                           


Address                                          City                        State                        Zip              

Phone        W        (      )                                       H      (      )                                         

Transportation-Surface                                                                                                   




Address                                          City                        State                        Zip              

Phone        W        (      )                                       H      (      )                                         

Air Ops/Flight Planning                                                                                                  


Address                                          City                        State                        Zip               

Phone        W        (      )                                       H      (      )                                         

Communications                                                                                                              
Address                                          City                        State                        Zip               

Phone        W        (      )                                       H      (      )                                       


Message Center/Info Desk                                                                                                 

Address                                          City                        State                        Zip               

Phone        W        (      )                                       H      (      )                                          

Program Booklet                                                                                                             
Address                                          City                        State                        Zip               

Phone        W        (      )                                       H      (      )                                         
Sign Support                                                                                                                  
Address                                          City                        State                        Zip              

Phone        W        (      )                                       H      (      )                                         
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Ceremonial Support                                                                                                          
Address                                          City                        State                        Zip               

Phone        W        (      )                                       H      (      )                                          

Auxiliary Conference Chairperson                                                                                       
Address                                          City                        State                        Zip               

Phone        W        (      )                                       H      (      )                                           

Auxiliary Activities                                                                                                          
Address                                          City                        State                        Zip              

Phone        W        (      )                                       H      (      )                                         
Medical Support                                                                                                             
Address                                          City                        State                        Zip              

Phone        W        (      )                                       H      (      )                                         

Security Support                                                                                                            


Address                                          City                        State                        Zip              

Phone        W        (      )                                       H      (      )                                        

APPENDIX-3

EANGUS CONFERENCE PLANNING CHECKLIST
           
01.
Conferences will be conducted between July 15 and August 15, with the last day being no later then August 15
           
02.
600-800 sleeping rooms in Host City and a Transportation plan if required available.

           
03.
25,000 square feet (minimum) facility for General Business meeting of Association.  (See SOP, Appendix 5 for layout)

           
04.
400-500 Seating capacity for Auxiliary Business meeting.

           
05.
1500 Minimum seating capacity for Banquet within Hotel.

 ______ 06.
20,000 sq ft Exhibit Area
           
07.
Minimum of three-four (3-4) foot raisers for Head Table (SEE SOP for layout).

           
08.
Sound Equipment for Association and Auxiliary (See SOP for requirements and locations).

           
09.
Minimum of Twenty (20) Meeting Rooms.

           
10.
Minimum of Seven (7) rooms for Area Hospitality Night or Area large enough to accommodate all Seven Areas in one location.

           
11.
Early meals - Restaurant open Two (2) hours prior to Business Session (6:00 AM).

           
12.
Color Guard, Band and Recording Equipment available for opening Ceremonies and Banquet.

           
13.
Administrative and Reproduction support per SOP.

           
14.
Security per SOP.

           
15.
Medical coordination per SOP.

           
16.
Transportation Ground per SOP.

           
17.
Military Air Transportation and Facilities per SOP.

           
18.
Liquor Laws (Hospitality Night/rooms).

            19.
Food Laws (Hospitality Night/rooms).

           
20.
A Check Cashing Policy Available.
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21.
Any other Conference in the Hotel at the same time.

           
22.
Are there Sufficient Elevators or Stairs to reasonably accommodate 1500 individuals.

           
23.
Will Hotel Registration be able to handle 100-200 individuals at one time without a wait of more than 30 minutes for any individual.

           
24.
Will Hotel accommodate check out the evening before, if so what is the earliest time?






        (Name, Signature and Title)


THIS FORM WILL BE COMPLETED BY THE EANGUS VICE PRESIDENT, CONFERENCE COORDINATOR OR AUTHORIZED REPRESENTATIVE DURING THE PRE-SITE INSPECTION BEFORE ANY AGREEMENTS ARE SIGNED.


APPENDIX-4

EANGUS GENERAL CONFERENCE HOTEL BID

Date of Conference                                              Date of Bid                                              
Conference City                                                                                                              
Name of Conference Headquarters Hotel                                                                                
Address                                                                                                                        
Point of Contact                                                                                                              
Phone Number           (       )                                                                                            
2.
Hotel accommodations agree that a total of                              (Minimum 600) rooms have been reserved as follows:

a.
Conference Headquarters Hotel/Motel:     Suites                                                
Doubles                       Singles                            Twin                      




Blocked                        
                                   
                             
Today’s room rates__________.  The hotel guarantees no more than a 5% increase per year, if any.

b.
The following complimentary rooms will be provided in the Headquarters Hotel/Motel

1.
A Two Bedroom Suite for the President and Vice-President.

1. 



A parlor 2 bedroom suite for the Auxiliary President and Vice President

3.
Six small Suites or Executive rooms to be occupied by the following:  EANGUS Treasurer, Secretary, Executive Director, Past-President, and Conference Coordinator.  (THESE CAN BE REGULAR ROOMS).




4. 
Two rooms for the Vice-President and Conference Coordinator to be used during the planning meeting (normally in February) of the conference year.

5.
Additional Complimentary rooms provided                                                  
3.
VIP Guest rooms will be determined by EANGUS President and will be coordinated by the EANGUS Conference Coordinator.

4.
The following rooms are required for the operation of the Conference.

a.
Business Session will require 400 Classroom and 600 Theater style as a minimum each day of the Conference.  Opening day of Conference may require 800 seats Theater style.
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b.
Business Session for the Auxiliary will require 350-400 seating (mostly Classroom style) each day of Conference. (plus space for table exhibits at the rear of the room.)

c.
Seven (7) Area Caucus rooms each day will require 100-150 seating with a Head Table with five (5) seats.

d
The following Committee Rooms are required for varying periods of time during the Conference.  Minimum required seating is as follows.  Head Table required in large rooms.

Available

Building Fund Committee


 10 seats

                      


Insurance Committee



 10 seats

                      
Membership Committee



 55 seats

                      
Continuity Committee



 55 seats 

                      
Ways and Means



 35 seats

                      
Resolutions Committee



108 seats

                      
Time and Place Committee


 55 seats 

                      
Nominations Committee



 55 seats

                      
Defense Logistics Info Demo


 55 seats

                      
Credentials & Rules Committee


  5 seats


                      
Publications Committee



 15 seats

                      
By-Laws Committee



 55 seats

                      
Scholarship Committee



  8 seats 

                      


State AG’s Breakout



55 seats


_____________

Army Guard Committee



100 seats

                      
Air Guard Committee



 55 seats 

                      
Legislative Committee



  8 seats


                      
Historical Committee



 10 seats

                      
Distinguished Guest & Transportation Office 

EANGUS Headquarters Office with facilities for phones, computers, 

work space, and typewriter.





                      
Information and Message Center





                      
Administrative and Reproduction Office




                      
Hospitality are for seven EANGUS Areas




                      
Secure Area for EANGUS Equipment




                      
Area for Advance registration for following years of conference.

                      
All States Banquet-includes head table and seating 

(rounds of 8 tables) for 1500 as a minimum.



                      


Public Relations Committee


40 seats


                      



WCFA Awards Committee


8 seats


                      



AGR Subcommittee



55 seats


                      



Technician Subcommittee


25 seats


                      


First Timers Meeting   

           

100 seats

                      


State CSM’s Meeting



55 seats


_____________



State CCM’s Meeting



55 seats


_____________



USAA Focus Group



50 seats


_____________

5.
Is the Business Session located in the Conference Hotel?  If not, how far is it 

from the Hotel (walking distance)?                                                                                   
6.
Will the All States Banquet be located in the Hotel?  if not, how far is it from the Hotel (walking distance)?                                                                                                                    
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7.
Number of Committee Rooms available .                                                                           
8.
What is the longest distance from the Conference Hotel and other Hotels?  

(walking distance)                                                                                                          
9.
Will early meals be a problem for the Hotels? (6:00 AM)                                                     
10.
Total Exhibitor Space available and location.                                                                                                                                                                                                           
11.
Corkage Fee (if any) $                       Will Alcoholic beverages not be purchased on the premises be permitted? Yes                                         No                                         
12.
Will food not purchased on the premises be permitted?

(Hospitality Suites and Area Hospitality Night) Yes                              No                           
13.
Is free parking available? If not, what is the cost?                                                                
//////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////




The Conference Headquarters Hotel/Motel hereby agrees to provide all facilities as set 


forth in the General Conference meeting contract and to comply with all the provisions herein, which apply to this Hotel/Motel.

 

(date)


(Name, Signature & Title of Representative of Hotel/Motel)

THIS FORM WILL BE COMPLETED BY THE HOTEL BEFORE ANY AGREEMENTS OR CONTRACTS ARE SIGNED.


APPENDIX-4A

HOTEL AGREEMENT FOR PRESIDENTS WORKSHOP/EXECUTIVE COUNCIL MEETING


IN MAY OF THE CONFERENCE YEAR
Dates of meeting (normally first two weeks of May)____________________________________________________

Number of meeting (normally 70-100)_______________________________________________________________

Room rate_______________________

Number of meeting rooms blocked__________________

One room is required for the Executive Council meeting to accommodate a U Shaped or closed square table to seat 28 Area Directors and 4 elected officers with a podium and microphone plus 4 to 6 table mikes to be used by the Directors (these may not always be required).  Room must also accommodate up to 50 additional theater style as required.

One room set classroom style for up to 54 people with a head table, podium and microphone.  Tables will be skirted.

Number of complimentary rooms_____________.

Food functions____________________________.

All items in this agreement are to be approved by the EANGUS Executive Director and the EANGUS Conference Coordinator.
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LAYOUT OF GENERAL CONFERENCE MEETING
OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO
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DELEGATE AND BANQUET SEATING
1992

AREA III

2002

AREA VI

1993

AREA IV

2003

AREA VII

1994

AREA V

2004

AREA I

1995

AREA VI

2005

AREA II

1996

AREA VII

2006

AREA III

1997

AREA I

2007

AREA IV

1998

AREA II

2008

AREA V

1999

AREA III

2009

AREA VI

2000

AREA IV

2010

AREA VII

2001

AREA V

2011

AREA I


Seating will be from the front of the room to the back for both the Conference and Banquet.  All seating will be by State within each Area.  Banquet Hall set up will dictate table arrangements.  Vice President and Conference Coordinator will review and approve prior to posting.


ANNEX-B
1.
Distinguished Guests (DGs) are:
a.
Conference Speakers.

b.
Persons invited to attend the Conference as EANGUS guest due to their position in government, the military or civilian life.

c.
An EANGUS member (Guard Enlisted person) will not be accorded DG status except under exceptional circumstances.  An EANGUS member who is a Conference speaker normally will not be Distinguished Guest unless he/she happens to be a senior appointed official.

2.
Invitations.
a.
EANGUS will issue all invitations to Distinguished Guests from the National Office in Alexandria, VA over the Signature of the President or Executive Director.  Invitations to speakers at the Army and Air separate sessions will be coordinated with the presiding individual of that session.

b.
Host State wishing to have Host State Individuals invited to the Conference as Distinguished Guests will submit that list to the Executive Director, and all approved will be sent invitations issued by EANGUS.  Host State will be advised that they are responsible for those expenses of their DGs.

c.
Once a DG speaker has accepted an invitation, a follow up letter will be sent from the EANGUS Office asking for biographical information and a form filled out with information an arrival time, number accompanying them and other information necessary.

d.
Non-speaker DG invitations also are issued for the EANGUS Office.  Once DG has accepted it will be followed up with a letter with information as above except for speech.

3.
Arrangements.
a.
EANGUS provides distinctive DG Badges and Social event invitations for placement in DG Conference Packets, which are given to DG upon arrival in Host State.  EANGUS will assume responsibility for:

1.
Registration fee for Distinguished Guest speaker(s) and spouse (s) As determined by President.
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2.
Cost of Hotel accommodations for Distinguished Guest speaker(s) and spouses(s).

   

3.
A memento of the Conference.

 

4.
Host State will be required to assume responsibility for Distinguished Guest they asked to be invited.

5.
Aides, security personnel and other members of a DG speaker's official party will be expected to pay for their hotel accommodations since they are in TDY status.  This includes security personnel.

6.
DGs will be housed in the Conference headquarters hotel in the block of rooms reserved for EANGUS and under control of EANGUS Conference Coordinator.  To the extent possible, member of the DGs official party also will be housed in the headquarters hotel.

4.
Escort Personnel.
a.
Host State will provide as many personnel as required to meet Distinguished Guests at the airport, move them to the hotel accommodations and make sure they are fully briefed on upcoming activities.  They meet the DG and party, assist with baggage, ride with the DG from the airport to the hotel, check the DG into his or her room and then escort the DG back to the airport at time of departure.

b.
Escorts if possible should pick up room keys prior to departure for the airport to meet DG so that the move can be direct from the ground transportation into the DG's room.  Escort should also check the room prior to departure to the airport to make sure it is clean and made up.  Escort will also pick up the DG information/registration packet from the Distinguished Guest operations prior to departure.  He should familiarize himself with the Social events for which the DG is invited so he can provide a briefing.

c.
Host State provides cars and drivers to assist the Escorts.

5.
Host Noncommissioned Officers.

All speakers and all Distinguished Guests will be provided with Host NCOs.  Host NCOs will be members of EANGUS who will act as a point of contact to the DG.  Host NCOs will be selected by the EANGUS Staff and invited to serve in that capacity.

Host Noncommissioned Officers will:

1.
Greet the DG upon arrival at the headquarters hotel, or as soon thereafter as is practical.





2.
Offer to escort the DG to the first social event scheduled after the DG's arrival, and perhaps subsequent events.



3.
Escort the DG to the first business session after arrival.



4.
Introduce DG to other EANGUS members.










5.
If the DG is a speaker, be a part of the party that escorts him/her to the rostrum for the address.



6.
If the DG is accompanied by a spouse, a host couple will be arranged.  The spouse will escort the DG's spouse to appropriate Auxiliary events.


ANNEX-C

SERGEANT-AT-ARMS OPERATIONS
1.
General.
a.
This Annex outlines the duties, responsibilities and provides guidance to the EANGUS Sergeants-at-Arms.



b.
Host State will be required to appoint a NCO comparable to the EANGUS Sergeant-at-arms for the Conference and appoint additional NCO to assist.

c.
EANGUS will appoint the Sergeant-at-Arms.

2.
Command and Control.
a.
The Sergeant-at-Arms will coordinate throughout the Conference under the direct control of EANGUS VIP Coordinator and Chairman of the Rules and Credentials Committee.  The Sergeant-at-Arms will control the Sergeants-at-Arms personnel assigned to assist him/her.

b.
Sergeants-at-Arms should be available upon the call of EANGUS VIP Coordinator upon arrival at Conference Site.  They must attend all business sessions, all rehearsals and other events as indicated.

c.
The Senior Sergeants-at-Arms for Separate branch of service will obtain their guidance from respective service coordinator.

d.
It is recommended Sergeant-at-Arms personnel appointed for the following year attended previous year to become familiar with the duties prior to Conference opening in their State.

3.
Duty Station.
The Sergeant-at-Arms' recommended location is at a table and Lectern at the rear of the main Conference delegate seating area (See Annex A, Appendix 4).  This location will contain the necessary communications with EANGUS Secretary on the front platform and with the Distinguished Guest Lounge.  The Lectern at the rear of the hall will be used to announce the presence in the Chamber of Distinguish Guests who are about to be escorted to the front platform to present their speeches.

4.
Duties.
a.
General.  To assist in the conduct of the Conference as required, to include maintaining order, clearing aisles, announcing speakers and other visitors, escorting visitors/speakers to the front of the Conference Hall and back.

b.
Specific.



1.
Work with the Host State Security to keep order in the rear of the hall and in the aisles.

2.
At the Opening Ceremony, prepare to advance the Color Guard upon the order of the EANGUS President.  Should be in General Control of the Color Guard.

3.
Maintain liaison with the EANGUS Vice President and Conference and DG lounge so as to know at all times the status of upcoming speakers well in advance of their scheduled appearance.  Move back and forth to the DG lounge to bring speakers to the Sergeant-at-Arms location in time for them to be introduced and escorted to the front platform.
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4.
Keep a supply of Conference Literature, to include official program to hand to Distinguished Guests while they are awaiting their introduction.

5.
Utilized a script or prepare cards for introductions of Distinguished Guests and their escort parties.  Names of those in escort party will be provided by the VIP Coordinator.

6.
Make sure that members of the escort party know they are to participate in that escort duty, and insure they are positioned to march forward when ordered by the EANGUS President or presiding officer.

7.
One Sergeant-at-Arms, walking to the left of the Distinguished Guest, will lead the escort party accompanying each Distinguished Guest speaker from the rear of the main Conference meeting room to the steps leading to the front platform.

8.
Army Guard Sergeants-at-Arms will participate in the Army Separate Session and Air Guard Sergeant-at-Arms in the Air Separate Session.  Conduct of duties in identical to main sessions.

9.
All Sergeants-at-Arms should be available and participate in conduct of the opening events of the All States Banquet as follow:




a.
Attend (with Spouse/guest) the President's Reception.  Participate in entry control to discourage those not invited from entering.


b.
Assist in clearing the reception of those not at the Head Table when this announcement is made.





c.
Assist the EANGUS Staff member charged with lining up the Head Table introduction line with rehearsal.

d.
Assist in marching the Head Table group from the reception room to the Sergeant-at-Arms position at the Head Table's entry to the main hall.

e.
Assist in lining up and monitoring the progress of the parade of flags ceremony to ensure introductions in the proper order (order of admission of States to the Union).

f.
Assist the All States Banquet Chairperson in whatever way is indicated.


ANNEX-D

BUSINESS, ENTREPRENEUR, INDUSTRIAL AND MILITARY EXHIBITS
1.
General.
a.
Purpose.  The purpose of EANGUS exhibits is to provide an opportunity for EANGUS members to meet and become familiar with contractors doing business with the National Guard.  They can form a professional relationship that help tie the defense industry better to the National Guard.  These exhibits could be fast food vender, clothing    and appliances, that would meet EANGUS people needs more closely since we don't buy the big end military items.

b.
Policy.  The EANGUS goal in providing space for the various exhibits is to provide maximum exposure and display time to the exhibits while at the same time operate a professional General Conference where business of the Association is the first priority.  Therefore exhibitors will be required to abide by the rules and guidelines set out below, to include hours of operations.  All exhibitors and concessions must coordinate through the Executive Director.  (as directed by the EANGUS President.

a. 
A minimum of 20,000 square feet of space is required.

2.
Rates and Fees.
a.
A base exhibit rate will be established annually by the EANGUS Executive Director with consent of the Executive Council.  Multiples of such space will be sold at the option of the EANGUS.  Various other factors, such as advertizing in the New Patriot Magazine or donations to EANGUS or EANGUS Awards Program may be used in computing individual corporate rates.  Fees produced help to offset Conference expenses.

b.
Space for Major End-Items of Equipment will be rented based on same approximation of similar booth space.  Rate for such rentals will be determined by negotiation between the company and the EANGUS Executive Director.  (as directed by the EANGUS President.)

c.
Combination prices (based on 10' x 10' or 8' x 10' alternate standard booth).

d.
Space selection criteria:

1.
4-time rate advertisers by date of space commitment.

e.
In-Kind rates.  EANGUS will consider negotiation with firms that offer some form of in-kind, quid pro quo service in return for discounted exhibit space.

f.
Non-profit or Not-for-Profit firms may quality for reduced price rates based on the decision of the EANGUS Executive Director.  Such reduced priced rates will be based on a recognizable service to EANGUS members.
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3.
Space Reservations and Payment.

a.
Within 60 days following the conclusion of a General Conference, industries, military headquarters, businesses and entrepreneurs will be mailed appropriate correspondence from EANGUS headquarters or designee advising them of the availability of space at the next years Conference.  This will include a packet of information on location, time and guidelines for such rental, to include rental rates for the coming year.  Exhibitors application Forms will be included (Appendix 1).

b.
Those desiring to reserve space at the EANGUS General Conference exhibit area will be instructed to contact the EANGUS Executive Director to make space reservations.  A deadline will be established for receipt of written space reservation and money in payment.

c.
After the deadline for space reservations, the EANGUS Executive Director or designee will assign booth locations based on paragraph 2 d above.  He will advise all exhibitors of their location.

d.
The EANGUS Executive Director or designee will inform exhibitors of procedures for acquiring decorations, making arrangements for equipment unloading and other additional cost items involved with their exhibit.  Time and place of delivery of freight also will be disseminated.

1.
Payment for exhibit space will be forwarded to the EANGUS Executive Director.

4.
Hours of Operation.
a.
Will be open during the General Conference Business Session.

b.
Will be available prior to Conference Opening Session.

c.
May be available upon conclusion of Conference Business.

5.
Host State Guidelines
a.
Host State during the initial visit by the EANGUS Vice President, Conference Coordinator will coordinate the location of the exhibit area.  This will be physically as close to the Main Business Sessions as possible.

b.
Host State to recommend a decorations firm to provide support to the exhibitors.  EANGUS Executive Director will determine if the common areas of the exhibits will be carpeted and will do so at EANGUS's expense.

c.
EANGUS Executive Director will disseminate to exhibitors any additional costs planned, such as charges for additional electrical or utilities.


ANNEX-E

NATIONAL GUARD PARTICIPATION IN SUPPORT OF PRIVATE ORGANIZATIONS


TO BE PUBLISHED

ANNEX-F

GENERAL CONFERENCE SITE RECORD
NO.
YEAR

LOCATION

CITY 

STATE

1.
1972

Holiday Inn

Sioux Falls 
South Dakota

2.
1973

Hotel Fort Des Moines
Des Moines
Iowa

3.
1974

Sheraton Inn

Biloxi

Mississippi

4.
1975

Imperial House

Canton

Ohio

5.
1976

Continental Inn

Lancaster
Pennsylvania

6.
1977

Regency

Denver

Colorado

7.
1978

Princess Kaiulani
Honolulu
Hawaii

8.
1979

Hyatt Regency

Phoenix
Arizona

9.
1980

Marc Plaza

Milwaukee
Wisconsin

10.
1981

Howard Johnson's
Rapid City
South Dakota

11.
1982

Opreyland Hotel

Nashville
Tennessee

12.
1983

Hyatt Regency

Columbus 
Ohio

13.
1984

Fairmont Hotel

New Orleans
Louisiana

14.
1985

Red Lion Motor Inn
Portland
Oregon

15.
1986

Boston Park Plaza
Boston

Massachusetts

16.
1987

Galt House Hotel
Louisville
Kentucky

17.
1988

Clarion Hotel

St. Louis
Missouri

18.
1989

Balleys


Reno

Nevada

19.
1990

Hyatt Regency

Minneapolis
Minnesota

20.
1991

Holiday Inn

Billings

Montana

21.
1992

Roanoke Civic Center
Roanoke
Virginia

22.
1993

Hyatt Regency

Columbus
Ohio

23.
1994

Red Lion Motor Inn
Portland
Oregon
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NO.
YEAR

LOCATION

CITY 

STATE

24.
1995

Clarion Hotel

Orlando 
Florida

25.
1996

Ramkota Inn

Sioux Falls
South Dakota

26.
1997

Excelsior Hotel

Little Rock 
Arkansas

27.
1998

Marriott Riverfront
Savannah
Georgia


28.
1999

Marriott Hotel

Des Moines
Iowa


29.
2000

Radisson Inn

Bismark
North Dakota

30. 

2001

Adams Mark

Mobile

Alabama

31. 

2002

Clarion


Niagara Falls
New York

32. 

2003

Radisson

Toledo

Ohio

33. 

2004




Louisville
Kentucky

34. 

2005

Rosen Centre Hotel
Orlando

Florida
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