Last Updated October 2007

National Association of Chamber Ambassadors

Conference Bidding Guidelines

The intent and purpose of the Conference Bidding Guidelines is to outline the eligibility, criteria, and procedures for bidding to have the honor of hosting the annual NACA conference.

A. Timing

1. Conference sites will be selected two years in advance. For example, in 1999 the conference site for 2001 will be selected.

2. Groups interested in bidding to host a conference should contact NACA staff with a letter of intent before March 1 of the year in which they intend to bid. Bids will be presented to the general membership at each annual conference.

3. Preliminary advertising for intent to bid may begin one year prior to the official bid. 

4. If no bids have been made for conferencing, the newly elected board of directors will determine whether a conference will be held and, if so, pick a site that will meet as much of the criteria as possible.

B. Eligibility

1. Any Ambassador group desiring to bid on the annual conference must be a member in good standing for a minimum of one (1) year, and 

2. Any Ambassador group desiring to bid on the annual conference must have been in attendance at a minimum of one (1) annual NACA conference in accordance with the by-laws.

C. Bidding Process

1. A presentation not to exceed twenty (20) minutes will be made by the prospective host communities. This will include the following information as a minimum:

a. Approximate population of the host city

b. Description of the proposed conference facility

(1) capacity of assembly area

(2) Number of and capacity of meeting rooms

(3) The facility’s capability for handling meals/receptions

(4) Legality of serving alcoholic beverages

(5) Internal communications and audio/visual presentation capabilities

c. Accommodations

(1) Number of hotel/motel rooms, rates, and potential discounts available

(2) Number of RV parks in the area, services offered (i.e., full or partial hook ups, internet, A/C, etc.), and rates/discounts

(3) RV maintenance capability in the area

(4) Proximity to the conference facility from both hotel and RV park
(5) Ability to transport to and from the conference facility and shuttle service to long-distance land or air service terminals

d. Commercial dining facilities

(1) Number of restaurants

(2) Proximity to the conference facility and accommodations

e. Transportation

(1) Nearest airport that is served by major airlines & which airlines fly into it

(2) Nearest airport that is served by “feeder” airlines and which airlines fly into it

(3) Nearest interstate bus service terminal

(4) Automobile rental services availability

(5) Cab service or other public transportation availability

2. An optional song, skit, or similar activity may be performed as long as the required and optional presentations combined do not exceed the twenty minute time limit.

3. The host city will be responsible for timing the presenters.

D. Suggested additional elements

1. Advertise and promote your desire to bid for the conference on the NACA website

2. Staff a display booth at the conference that advertises and promotes your community

E. Voting Process

1. Following the presentations by all bidders, all current members of NACA who are present at the conference may cast one (1) vote for the prospective host community of their choice.

2. Ballots will be distributed by NACA staff and board members, who will insure that only eligible members vote.

3. Ballots will be collected by NACA staff and board members and will be canvassed by the staff & executive committee of the board of directors.

4. The winner will be announced to the membership by the president of the board.
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National Association of Chamber Ambassadors

Conference Hosting Guidelines

The intent and purpose of NACA Conference Hosting Guidelines is to provide a clear understanding of the responsibilities of a host Ambassador group and what NACA provides for the conference.

A. The NACA board of directors has the final approval of the following:

1. Date of the conference (preferably set at the board meeting held at the prior year’s conference, i.e., 2008 date is set at the 2007 mid-year board meeting)

2. Subject of workshops (the board should give guidance on this)

3. Budget, agenda, and related activities

4. Conference registration fee

5. Conference logo for all materials, including conference pin

B. The mid-year NACA board meeting will be held in the host city at the host city’s expense, to include meeting room and refreshments (does not mean full meals)

C. Hosting Ambassador group will be responsible for the following:

1. Conference liaison to represent host city at the NACA board meetings and in required correspondence with NACA.
2. A proposed budget, agenda/schedule, and speakers list (to include credentials/bios) presented at the mid-year board meeting just prior to conference.

3. Conference mailing to all members in database with registration information

4. Finalized budget, to be mailed to the NACA office 30 days prior to conference date (electronically preferred, i.e., e-mail).
5. Space in conference program brochure for placing the board of directors, NACA history, past conference locations, past presidents list, charter members, lifetime members, and bylaws.
6. One meeting room (that will accommodate at least 20 people) for board meetings held at conference, preferably within the host hotel or conference location. 

7. As per the by-laws, provide/pay for a room for NACA President during Conference (if they are unable to get the room comped.)

8. Manning the conference registration table.

9. Space for table & chairs to house the NACA booth and store.
10. One room to accommodate the Silent Auction, and an auctioneer for the Live Auction
11. Equipment and services for a minimum of 8 hours of educational sessions, i.e., audio/visual, projector, screen, etc., and completion certificates for each session.
12. Program time for NACA business to include a welcome by the NACA President, and a general session.
13. A return of $25 to NACA for each conference attendee (it is recommended that you build this into your registration fee).
14. List of registrants attending, provided both pre-conference and post-conference. The list should include: name, address, city, state, zip, phone number, email address and shirt size. Post-conference list is due within 30 days of end of conference.

15. Post-conference financial report and monies due to NACA are to be sent to NACA within 30 days of end of conference.

16. Evaluations forms to each conference attendee.

17. A photographer for both the Pin Exchange (individual group pictures) and the Group Photo.

D. NACA will assist the host Ambassador group as follows:

1. Promote, support, assist, and encourage host Ambassadors

2. Provide guidance as to the subject of the conference workshops

3. Provide written ballots for election of directors

4. Provide written ballots for site selection

5. Will collect and retain all ballots and evaluation forms when completed

E. All conference material must include the NACA logo, which should be obtained from the NACA staff. This includes pins, registration forms, programs, and advertising or promotional materials.

F. Registration forms must denote whether a registrant is or is not a member of NACA. Non-members will be charged a minimum of $30 more than members.

G. Host group is encouraged to keep a historical record of their conference, i.e., scrapbook, photo album, power point presentation, etc.  NACA will reimburse up to a maximum of $100 for expenses incurred, with receipts provided.
H. Any problems encountered by the hosting Ambassador group regarding arrangements must be brought to the attention of the NACA staff (i.e., administrative director, administrative assistant). If a host group is unable to fulfill its obligation after being awarded at the conference, the board of directors will contact the alternative site bidder. (Staff is to retain all ballots.) Every effort will be made to inform the membership of any changes of the site as soon as possible.

The National Association of Chamber Ambassadors provides an avenue for Ambassadors to have the opportunity to exchange ideas, strengthen existing Ambassador groups, assist in forming new Ambassador groups, and provide educational materials and opportunities through the Annual Conference.

NACA does not and will not dictate to the host Ambassador group any policy that is in conflict with the host city’s Chamber of Commerce.

Open communication is a MUST!  

Other Helpful Suggestions:

· Registration forms should list what is included for the price of registration, i.e., tee-shirt, X number of meals, etc.

· Include in your post-conference report any recommendations that your group may have for future conferences.

· Maintain conference monies separate from any other funds.

· You may want to include a checklist with the registration form that lists whether or not the attendee will be present at all meals and events, and if they will need transportation. This will help you plan more accurate head counts.

· It’s a good idea to include the evaluation form with the packet you hand out at registration. Some folks have to leave early, and may not be in attendance at the close of the conference when the evaluation forms have been handed out in the past. Also the attendee can complete their evaluation form as they go, which results in a more accurate evaluation.

