ENLISTED ASSOCIATION OF THE NATIONAL GUARD

OF THE UNITED STATES
TIME AND PLACE COMMITTEE

STANDARD OPERATING INSTRUCTIONS (SOI)

1. PROPONENT: This SOI is established by the Chairperson of the Enlisted Association of the National Guard of the United States (EANGUS) Time and Place Committee. Submit suggested changes to this SOI to EANGUS, ATTN: Executive Director, 3133 Mount Vernon Avenue, Alexandria, VA 22305. Suggested changes will then be forwarded to the current EANGUS Time and Place Committee Chairperson.

2. AUTHORITY: The EANGUS Time and Place Committee Chairperson is appointed by the President of EANGUS in accordance with EANGUS By-Laws, Article VIII, Section 4.

3. PURPOSE: The purpose of this SOI is to establish guidelines for the submission, processing and review of bids for potential National Conference sites presented to EANGUS by chartered states/territories/D.C./T-10. Additionally, this SOI clearly defines the Duties and responsibilities of all individuals involved in the EANGUS Time and Place Process. 

4. DUTIES AND RESPONSIBILITIES: Several individuals or groups are involved in the Process of Site Selection. The following is a list of Duties and responsibilities of those individuals or Groups.

A. Chartered State Association: After reviewing and accepting requirements outlined in National Conference Planning Guide, State will submit EANGUS GENERAL CONFERENCE BID REQUEST form and all required documents to the Executive Director, EANGUS, 3133 Mount Vernon Avenue, Alexandria, VA 22305.

            B. Executive Director: After reviewing Bid Request to insure all information is include, Executive Director will forward an electronic copy of Bid Request and all supporting Documents to the EANGUS Vice President, EANGUS Conference Coordinator and Time and Place Committee Chairperson. If Bid Request needs additional documentation, the Executive Director will request the required information from the bidding state.


C. Executive Council: Executive Council will review all host state bids presented by the Time and Place Committee during the April Executive Council meeting. This presentation is informational only and does not require approval or disapproval of the Council.
            D. Time and Place Committee: The Time and Place Committee consists of Chairperson and one (1) Delegate from each State in accordance with EANGUS By-Laws, Article VIII, Section 4. The Committee will serve during a General Conference. At this time the Committee will review all Bid Requests for subsequent conferences and submit their recommendations to General Conference for approval.

           E. EANGUS Conference Coordinator:  EANGUS Conference Coordinator will work with the Commercial Conference Planner in the request for proposal, conveyance of needs, assessment of facilities, and negotiations of contracts. The Conference Coordinator will work with the Time and Place Committee, providing any information required to meet timelines.


F. Conference Site Selection Partner: Conference Site Selection Partner does a preliminary assessment of “capabilities” of the suggested cities and prepares that information for the Time and Place Committee when they meet at General Conference. Conference Site Selection Partner will work with EANGUS Conference Coordinator and host state in securing the required Hotels and meeting space.
5. TIMELINES: The Following is a suggested timeframe for the Time and Place Recommendation Process. The intent of this SOI is not to mandate specific requirements, but to establish guidelines to provide an orderly recommendation process.

A. April +Five Years:  In April prior to General Conference, the Time and Place Committee Chair presents to the Executive Council all host state bids for the conference 5 years hence. The Executive Council presentation is for information only. The Time and Place Committee Chair then forwards the bids to the EANGUS Conference Coordinator and Conference Site Selection Partner, who does a preliminary assessment of “capabilities” of the suggested cities and prepares that information for the Time and Place Committee when they meet at General Annual Conference.  

B. Five (5) Years: Time and Place Committee will receive a briefing from the EANGUS Conference Coordinator and Conference Site Selection Partner of the status of all bids submitted for upcoming conferences. The committee will ask questions concerning the bids and provide guidance for further development of the site information for a brief of final findings and suggestions in the subsequent year. If the preliminary assessment by the Conference Site Selection Partner does not support any cities recommended in the state bid, the Time and Place Committee will forward a written explanation to that state to provide them an opportunity to correct the issues and bid future conferences.
C. Four (4) Years: Time and Place Committee will review the final findings and suggestions of the EANGUS Conference Coordinator and Conference Site Selection Partner of those bids briefed the year prior. At this time the Committee will present to the General Annual Conference its recommendation for host state and the primary city. If more than 1 state meets the requirements the Committee will rank them in order. The General Annual Conference delegates will then approve/disapprove the recommendation. 

D. Three (3) Years: EANGUS Conference Coordinator along with Host State Conference Chairperson will update the Time and Place Committee on their upcoming conference.

E. Two (2) Years: EANGUS Conference Coordinator along with Host State Conference Chairperson will update the Time and Place Committee on their upcoming conference.

F. One (1) Year: EANGUS Conference Coordinator along with Host State Conference Chairperson will update the Time and Place Committee on their upcoming conference.

6. DEFINITIONS: 
A. Bid Request – The EANGUS Conference Bid Request is the initial document to initiate the process for the Time and Place Committee. See Appendix 1.
B. EANGUS Conference Coordinator – The EANGUS Conference Coordinator is appointed by the EANGUS President and works with the several host states or prospective host states to assure an orderly, efficient conference operation.

C.  Conference Site Selection Partner – The Conference Site Selection Partner is a service acquired by EANGUS to assist in the overall research of potential conference sites, including validation of sufficient facilities, airline support, and competitive pricing of all contracted services.
D. States – Reference to state or states includes the U.S. Virgin Island, Puerto Rico, Guam, the District of Columbia and the Title 10 chapter.

APPENDIX 1 – EANGUS BID REQUEST
EANGUS GENERAL CONFERENCE BID REQUEST

This form is to be submitted by States who wish to host the EANGUS Annual Conference.  This form and TAG letter of support are to be submitted to the national office:  

                                                      Mike Cline, EANGUS

                                                 3133 Mount Vernon Avenue

                                                      Alexandria, VA 22305

NOTE: Upon EANGUS acceptance of the state’s request to host the Annual Conference, the state will complete the rest of the bid process in accordance with the current General Conference Planning Guide. 

Date of Bid Submission:  _____________________________

State Association:  ___________   State President: _______________________________

Chairperson:  ______________________________________

Address:  ________________________________________________________________ 

City/State/Zip:  ___________________________________________________________

Home Phone:  (         ) ________________ Work Phone:  (         ) ___________________ 

E-Mail: _________________________________________________________________

1. The ____________________________ Enlisted Association hereby submits a bid to host the EANGUS Annual General Conference for the year(s)___________.  We would like the following city locations considered, in this order.

                 A.

                 B.

                 C.

NOTE: Hotels and meeting space in the above cities will be researched by EANGUS upon receipt of this document.

2. The Adjutant General’s Approval/Support letter is attached. The letter includes a statement that facilities are available for military airlift support (i.e. C-130, C-141, KC-135, C-17, etc.).

Signature:  __________________________________________ Date:  _____________

                                     (State President)

NOTE: Any states that have questions on the bid process or need assistance in preparing the Bid package contact The EANGUS Time and Place Committee Chairman, Claude Imagna, at cpi1938@verizon.net.

